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LINE PRODUCTION. Reservation clerks of American Airlines, I New York, place the 
Sa the moving conveyor belt which runs down the center of the table. No clerk need leave 
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Desks are piled high with work in accounting depart- 
ments today. But many of the chairs behind those desks 
are empty for the duration. Yet the flood of detail 
must be handled — the numerous reports prepared on 


schedule. 


To meet this situation, hundreds of busy war plants are 
simplifying and speeding up their work with improved 
Master-Craft Loose-Leaf Specialties — standardized 
merchandise such as Kopi-Spot Pay Checks and Pay Roll 
Records, with which four pay roll records can be 
made in one operation. 


Pay Roll Systems 
Kopi-Spot Pay Checks 
Withholding Tax Systems 
Social Security Systems 
Ledger Forms 


seinem It will pay you to investigate the possibilities of doing 


Ring Binders more work easier, through the use of time-saving Master- 
Storage Binders Craft Loose-Leaf Products. Consult your Master-Craft 
Post Binders Dealer, or write us. 

Index Tabs 

Thong Binders ; 
Visible Binders MASTER-CRAFT CORPORATION ® Kalamazoo, Mich. 


Division of The Shaw-Walker Co. 


“Built Like a 
Skyscraper” 


Figure Facts 


Commercial Forms 
Columnar Forms 


Machine Bookkeeping : 
Binders ( 


Loose-Leaf Specialties 
Leaf 


Loose Systems: 
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D AINTY fingers that hold dinner menus at six 
are often the same as those on ribbon, carbon and 
ink-stained “hectograph hands” at five Columbia 
RAINBOW HAND CREAM is the magic medium 


responsible for this Cinderella-like transformation. 


Office and personnel managers readily recognize 
the importance of caring for “office hands”. Be- 
cause Columbia RAINBOW HAND CREAM con- 
tains many of the same soothing emollients that 
are used in the finest cosmetics, it has met with 


wide popularity among war-busy office and factory 


workers. It is rubbed on the hands like any 
COLUMBIA 
April, 1944 


cosmetic cream; then a cloth is used to wipe away 
all stains and dirt, leaving the skin smooth and 


refreshed. 


Ask your dealer or the Columbia office nearest you 
for prices and a demonstration on RAINBOW 
HAND CREAM. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 


Main Office and Factory Glen Cove, L. L, N. Y. 


NEW YORK @ KANSAS CITY, MO. e CHICAGO e@ DETROIT @ MILWAU- 
KEE @ MINNEAPOLIS @ NASHVILLE @ PHILADELPHIA @ PITTSBURGH 
CINCINNATI, (Harris-Moers Co.) @ PORTLAND, ORE. 


Also: London, England; Sydney, Australia 


HAND CREAM 


When writing advertisers please mention Orrice Equrement Dicest 
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Sure there are several other daters on the market-—but for practicability, none quite matches up to 
the Justrite line. Check these features and we're sure you'll agree with those millions who will 


accept no substitute, that Justrite daters and numberers should be on top of your order list: 


V 1. New snap action and exclusive rubber roll guarantee that bands will not slip. 

V/V 2. Rubber is of a beautiful steel-blue color. 

\/ 3. Solid steel bridge will not bend nor give. 

\/ 4. Bands start easily, even after standing for months. 

\/ 5. Corrugated back prevents sticking of inked bands. 

\/ 6. Stamped metal wheels—much stronger than fibre or die-cast wheels found 
in other makes. 


EVERY DAY MORE PURCHASING AGENTS ARE LEARNING THAT 


Go they try \wiate they Ul specify 


Order today from your office supply dealer. 
The More-Than-A-Thousand ]ustrite Items Are Manufactured By 


LOUIS MELIND COMPANY. 


Plants at CHICAGO, ILL. and BROOKLYN, N. Y. 
Silices in NEW YORK, DETROIT, CHICAGO, LOS ANGELES and SAN FRANCISCO 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


April, 194 
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RED FEATHER 


STREAMLINE PRODUCTION 
SAVES MONEY—FOR YOU 


Streamline Production, a New Plant and 
New Specially Designed Machinery and 
Equipment, have stepped up production 
to a point where substantial savings are 
made. These savings are reflected in our 
new list prices. They are being passed on 
to the Procurement Officer, the Purchasing 
Agent and the Supply Departments of 


countless different industries. 


WRITE TODAY FOR NEW, DESCRIPTIVE CATALOG 


RED FEATHER PR 


Redwood ( 


When writing advertisers please mention Orrice Equipment Dicest 


The Saving in Production Cost Is Handed on to Consumer 


You too can benefit by purchasing Red 
Feather Duplicating Supplies through 
your local dealer who offers Red Feather 
Stencils (blue, white and yellow), and 
other Duplicating Supplies at new record 


low prices. 


Ask your local dealer to secure Red Feather 


samples for you. 
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WERE SEEKING ADDITIONAL DEALERS 


oes... TO PARTICIPATE IN THESE SALES OPP ORTUNITIES 


We. of Corry-Jamestown anticipate a veritable tidal wave of orders for the soon- 
to-be-announced post-war line of Steel Age Office Furniture. 

Our optimism is based on the interesting departures in construction, styling and 
utility this greatest of all Steel Age Line will embody. 

It’s a line that will offer sales opportunities both for existing Steel Age dealers — and 
for new dealers we are now seeking where a franchise is available. 

To these dealers, Corry-Jamestown offers exclusive rights, the backing of well planned 
merchandising and advertising helps, a reputation for quality established over many 
years — and the promise of a post-war line incorporating a host of war-born advance- 
ments with eye and buy appeal. 

If you are interested in this assured source of post-war potentials, we'd be interested 
to hear from you and provide you the facts in full. Write us — today. 


fel CORRY - JAMESTOWN 


MANUFACTURING CORPORATION x CORRY, PENNA. 


Khe Corry Jamestown inissilitiie _ Leadership > 
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THE HALL-MARK OF DEPENDABILITY 


The maintenance of an established reputa- 
tion synonymous with dependability and 
excellence of craftsmanship, is no easy task 
these days, when speed of manufacture, only 


too often is looked upon as a substitute for 


quality. That is why the buyer of M & V fine 
carbon papers and ribbons, “Need Not Beware” 


when they see the letters M & V that stand 
for the Roman numerals, Thousand and Five. 


They likewise represent the 1005 quality 


’ products so meticulously manufactured by the 


M & V Guild of Craftsmen under this distin- 


guished trademark that serves as a symbol of 


reliability and a guarantee service. 


MITTAG AND VOLGER. 


ESTABLISHED 


FINE CARBON PAPERS & INKED RIBBONS 
April, 1944 


INC. 


1881 
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PARK RIDGE, NEW JERSEY 
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The famous paten- 


; ¢ impre ER ted “Carbon Grip- 
shorPe — ‘ 3 per” in every box 
longer PER KoTE oF of Codo Super- 
TREATED. 0 yaran- Treated, Super Kote 

E ore : and Keen Rite. 


MFG. CORP. 


270 Lafayette St., — 


New York | 


Factory: Coraopolis, Pa. 
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there are plenty of office 


jobs for DYUPLISTICKERS 


DUPLISTICKERS are saving time and money in offices and 
factories today. While they serve the same purpose 
as roll labels, Duplistickers’ gummed, perforated 
letter-size sheets are easier and quicker to fill in 
on the typewriter—as easy as typing on a letter- 
head. And Duplistickers are a real economy . . . 
offering three - and -a-half times more stickers 
than roll labels! 


FOR LETTER FILE INDEXING. Duplistickers are widely used 
for marking and indexing of tabs on letter-file 
folders, etc. Addressing is faster, and = 
Duplistickers cost considerably less per % 
thousand labels than other types of % 2 
gummed labels. ‘4 


SPEED DUPLICATE MAILINGS. 
With one operation, it is pos- 
sible to do all the addressing 
required for two, three or four 
different mailings. Single 
mailings can be done more 
quickly too because thirty- 
three addresses can be typed 
with one insertion in the 
typewriter. Ideal for address- 
ing envelopes, circulars, 
samples, catalogues, etc. 


MANY OTHER USES for Du- FIVE COLORS. Available in 
plistickers in offices, factories, white, blue, pink, green, 
schools. Particularly conveni- canary. Twenty-five perfor- 
ent and practical fer address- ated gummed sheets in each 


ing heavy duplicate record ssti ith 
cards of all kinds. Seen seme 


thirty-three 21/4” x 1” stick- 
ers to a sheet—825 stickers 
in all. Retails at 50c. 
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Vascon Personal Estate Record 


Ahandsome loose-leaf book that provides an 
istantly accessible indexed record of vital 
facts pertaining to an estate, large or small. 
Highly endorsed as an invaluable guide for 
families and professional advisers. 


a 


or Fast Year-Kounc aes! 


Illustrated on this page are but a few of the popular Nascon numbers whose exclusive 
utility features make them invaluable in the conduct of business, social and wartime 
activities. Beautifully designed and printed, in the inimitable Nascon style, these 
unique pieces are assured of immediate sale and a fast turnover throughout the year. 


Once again Nascon offers a complete line which includes outstanding, new year-round 
numbers designed in response to a popular demand. 


Needless to say ‘orders’ are exceptionally heavy and while we are now in a position to 
ship with reasonable promptness, conditions do not permit us to speak for the future. 
We, therefore, urge all dealers to anticipate their requirements, as much as possible, 
and to order now. Only in this way can the possibility of future delays and disappoint- 
ments be avoided. 


Vascon 


Telephone 
Books 


anne 
= i z Nascon 
——_ - SEISr5 
(w WA Vlascon. at = | 4 : : — 
*AT-A-GLANCE-; 9G ee 
cATA’GLA = FSS TAX RECORD 


“Prod ucts 


A unique selection of vest pocket and desk size address and 
telephone books, wire-o bound and loose-leaf. 


ae An expense and tax record book which has been 
designed to provide a complete record of expenses and 
taxes for a week at a glance for a full year. In a convenient, 
refillable pocket case 334," x 6!/g" with a pocket for receipts, 
ticket stubs, etc., this unique book also offers a three-year 
calendar, an automobile and cash record, and a summary of 
important tax deductions. The filler is Wire-O bound for flat 
opening and to enable the user to conveniently file, for future 
reference, a record of expenses and taxes for a complete year. 
Beautifully designed and printed, and very economical, the 
Nascon Expense and Tax Record is a book that every business 
man and woman will want on sight. 


VF a HC a GUEST BOOKS 


Beautifully designed and bound with space provided for guest's 
signature, address and comments. 


Yluscon Sales Corporation 


60 EAST 42nd STREET, NEW YORK 17, NEW YORK 


CANADIAN DISTRIBUTOR—E. D. TWITE & CO., 750 ST. PETER ST., MONTREAL P. Q, 
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The Victor 
TAX 
COMPUTER. 


=== 


B 


Read payroll deductions instantly 
from the large figures on the Tax 
Computer's dial. Speedy one-hand | 
operation, no confusing charts to 
follow—the line needed is the only 
one visible when copying deduc- | 
tion amount. Inexpensive, substan- 

tially built, models to suit all pay 

periods. 


For Weekly Payroll—Model A 
For Bi-Weekly Payroll—Model D | 
For Semi-Monthly Payroll—Model B | 
For Monthly Payroll—Model C 


| 
Use on any desk—attractive non- | 
glare olive green and gold finish; | 
small—only 934 x 4% x 23% in. 

List Price, any model $3.90. 


Information on any 
of the lines illustrated 
furnished on request. 


Sold only through dealers 


THE VICTOR SAFE 
& EQUIPMENT CO., INC. | 


NORTH TONAWANDA, N.Y. 


*W ar casuaity—will be supplied 
when steel is again available. 


| 


Forward March! 


The BOSTON 
Cutter Brigade 


Get in step with the times by saving steel 
and manpower. Your customers can keep 
their Boston Pencil Sharpeners in pointing 
trim by installing NEW CUTTERS. Cir- 
cular is ready giving simple instructions 
for installing cutters. Send for a quan- 


tity of cutters and circulars. 


BOSTON 


PENCIL SHARPENER 


BOSTON 


PENCIL SHARPENERS 


C. HOWARD HUNT PEN CO. 
CAMDEN, N. J. 


SPEEDBALL PENS - - HUNT PENS 
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MILLIONS 
OF ’EM! 


Marching off the automatic machines at Quality 
Park is a continuous parade of envelopes—millions 
of ‘em—in more kinds and styles than can be 
indicated here. Yet, at times, we can't completely 
fill all orders. Why? Because Uncle Sam's demand 
for envelopes is terrific and, of course, war orders 
come first. Then, too, there is a substantial increase 
in demands through our regular dealers and at the 
same time paper stocks have been limited. But we 
are doing the best we can. We are making en- 
velopes— millions of 'em—and we're being fair 
about distribution to dealers. Fairness, like quality, 
is an old custom at Quality Park. Your inquiries 
and orders will have our prompt attention and we'll 
do our level best to keep you supplied with Quality 
Envelopes from Quality Park. 


Sold through Dealers Only! 


— ._  -f:, i | ae 
ZA = Z Se LZ << cia : | Hs 
- Zn ee : 
\ | , \ - is 
\ : | j 
/ \ | ’ > 
\ . ee 
WAY. 3 : 
ox cm V Lp 3 j 
} | won si® ce 
ee , 
' 
A 5 
a Z ae 
QUAL WY MPJARK ay oe 
| : Peds 5” toy, bes 
ENVELOPE COMPANY rm ‘ ia 
Re ee e 
| 
“4 April, 1944 When writing advertisers please mention Orrice Equirment Dicest i : | 
_— 


“CHARVOS” 
DRAWING 


INSTRUMENTS 


Distributed by 
THE ROOS COMPANY 
280 MADISON AVENUE 
NEW YORK 
YOUR INQUIRIES FOR DESCRIPTIVE LITERATURE AND SPECIAL PRICE LISTS CORDIALLY INVITED 


- available 
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Since the glass Handi-pen set is made 
chiefly from non-critical materials, Seng- 
busch is in a position to make reasonable 
deliveries — governed, of course, by exist- 
ing production limitations. This satisfac- 
tory set — up to highest Sengbusch stand- 
ards of efficiency, quality, and appearance 
— is also available with large 14-kt. solid 
gold nib at $5.00. Order from your sta- 
tioner. Also ask him about the Steeless 
Kleradesk and Ideal Moistener, available 
for immediate delivery. 


Sengbusch Self-Closing Inkstand Co. 


204 Sengbusch Bidg. \ Milwaukee, Wis. 
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That get so much abuse, 
"fF Quick, tough and handy Texcel Tape 
iis Is widely put to use. 


ere 


A business-office ‘must” 


When paper tears it cant be sewn, 

So what is there to do ? 
Just patch it up with Texcel Tape- 
The message shows right through / 


When hanging things upon a wall 
For an opinion poll, 

Use Texcel Tape-it leaves no stain, 
No mark, no crack, no hole. 


On planes, on shells and other things 


— For Texcel is an improved tape 
Whose ‘Stick-um’s bonded on; //TY/- 
It wont come off, it wont dry out / i 3 
Before the judgment dawn. J 


a Se aa ee en, oa, 


ight now, all Texcel Tape thats made 
is Is used for war-but when 


Your Bonds and Stamps bring Victory 
Youll have it back again / 


le Xcel | a e CELLOPHANE TAPE — 

| STICKS WITH A TOUCH 

Made by Industrial Tape Corporation A Division of Johnson & Johnson 
New Brunswick, N.J. 


When writing advertisers please mention Orrice Equirement Dicest 13 
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r before members of the National Office 
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* Made by EBE 


for all vat 


* A _me 
WORK in a busy 
ondescript ones 


as many trips t 
Better than 50% 
ruptions. 


ncil quality has long 
ured. And ma 
economy and 


.toa specificat 
de in 5 de 
jeties of work. 


ans of EXPEDITING 
office. Twice 


n 
a 


DOUBLY VALUABLE in 


these days of your short-handed- 
lerical workers. Points 


ness in ¢ 
eight time stronger than the aver- 


age writing pressure. 


You have REASONS A- 
PLENTY to “Say MONGOL to 
our Stationer,” and to miatc 
MONGOL pencil quality with 

EBERHARD FABER erasers! 


a 

No. 1 Soft No. 3 Hard 

No. 2 Medium No. 4 Very Hard 
. 2 2/3 F Firm 


BE 


Leadershifr IN FIN 
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E WRITING 


MATER 


Bin 


(I OOLELEEE 


RHARD FABER 


IALS SINCE 1849 


W hen wr iting adver tisers please mention OrFice Equip MENT Dicest 
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‘TICONDEROGA 1386 N 


“1 USED TO THINK 
A PENCIL 


Demand ...the fine American Pencil 


with the fine American name... 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 6-31, Jersey City 3, N. Je. 
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WAS A PENCIL” 


They Lead 
the Parade! 


DOPP-CRAFT 
Cases & Utility Kits 


Pioneers in national advertis- 
ing and product improve- 
ment in the leather goods 
industry, DOPP-CRAFT cases 
and DOPP-KIT are the fam- 
ous favorites of the trade 
and the public alike. And 
they will continue to “lead the parade” after the war 
too, for post-war plans for new products—improved 
products—smart design and new conveniences—bigger 
and better advertising, are all going forward unceas- 
ingly. DOPP-CRAFT will continue to maintain leader- 
ship for it will continue to MERIT that position. 


CHARLES DOPPELT & CO. 


Fine Leather Goods 
412 N. Orleans St. Chicago 10, Ill. 
Opposite Merchandise Mart 


NATIONALLY ADVERTISED SINCE 1937 


TIME @ HARPERS MAGAZINE @ ESQUIRE @ NEW YORKER @ FORTUNE 
MADEMOISELLE @ HARPERS BAZAAR @ ATLANTIC 
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Her soldier's picture 
is AW.O.L. again! 


... because there was 
no “Scotch” Tape 


Today, instead of holding snapshots in family 
albums, “Scotch’’ Cellulose Tape is sealing to- 
gether sections of aerial photographs to guide 
our bombers. 

In fact, wherever American soldiers fight, 
wherever American production lines roll, you'll 
find a wide variety of “Scotch” Brand Tapes— 
sealing, holding, identifying, masking, insulat- 
ing. We know you'll remember this when you 
miss the handy “‘Scotch’’ Tapes that used to 
do so many jobs so well. 

When war ends, these “Scotch” Tapes will 
all be back again... back to hold snapshots, 
seal packages, mend torn papers, and do a 
hundred and one other tasks in home, office, 
store, and factory. 


and assures you of quality. 


SCOTCH 


WEEE BRAND ee 


(doug TAPE 


he maker 


One of the more than 100 varieties of adbesive tapes made in U.S. A. under the 
trademark “scorcn,” by Mporesota Miviec & Mrc. Co., Samet Paut, Moor. 
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FAULTLES 


PAT. Orr. 


EXCELLO 


THE SLOTTED LOCK BINDER 
..-WITH THE DISTINCTIVE 
SAFETY CATCH... 


si ideal for 
DAILY TIME SHEETS 
PAY ROLL RECORDS 
ye SHIPPING RECORDS 
ai INVOICE COPIES 
ORDER BLANKS 
ETC. 


STATIONERS 
LOOSE LEAF CO. 


MILWAUKEE |, 524 N. Broadway 
NEW YORK 3, 114-116 E. 13th St. 


‘oe Wy Sree ot 
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but the signature makes it 


‘ie PAPER that we use for DAWN carbon is “tops” in 
carbon paper quality but it is the name that makes it really valuable. 
The name DAWN on a carbon sheet signifies the best of everything — 


materials, workmanship, research. 


That's why DAWN is the peer of carbons . . . why it’s in a class all 
by itself when it comes to quality .. . why it has no equal for saving 


time, waste and money. 


DAWN is the carbon that will not Gar] 


Dawn gives you FLEXIBILITY-PERMANENT CLEAR COPIES — 


Oxf) Of paper... 
ce 


valuable 


EASY HANDLING — CLEAN ERASURES — SHARP IMPRESSIONS 


Old Town makes out- 
standing inked ribbons 
and carbon papers for 
every conceivable use. 


y) 
RIBBON & CARBON CO. we. 


Foremost Makers of Ribbons ond Corbons for Every Use 


750 PACIFIC STREET, BROOKLYN I7 NEW YORK, N. Y. 
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Lael Maes AS 


TOPS in 


Peformance e 


— Hfany 


Thin Lead Colored 
Pencils 


* 
Shytint 
Thin-Lead Crayon Pencils 
ARE OUTSTANDING! 


a ry = and 


be onaeinaed 


* 
Samples Sent Upon Request 


NATIONALS "°C, 


NATIONAL PENCIL 
COMPANY 


SHELBYVILLE, TENN. 


New York Office—220 Fifth Ave. 


Hotchkiss 


PIONEERS 


IN ALL THAT’S BEST It 
FG, tayaling 


This slogan typifies Hotchkiss's position in the stapling in- 
dustry. Founded nearly half a century ago, Hotchkiss has 
been in the forefront of every revolutionary development in 
the art of fastening things with staples. 


| Hotchkiss pioneered in chisel pointed staples which pene- 
| trate easier. Hotchkiss pioneered in the temporary clinch— 
_ the only clinch on a commercial desk stapler which permits 
| papers to be unstapled without tools and broken fingernails. 
| Hotchkiss pioneered in the new Palmfit streamlined design, 
| exemplified in the model IOIA illustrated here. 


| Hotchkiss pioneered in fast front loading also a feature of 


| the Model IOIA. 


These superior features are some of the reasons why the 


_ Hotchkiss output is devoted 100 per cent to war uses. 


Hotchkiss Products are distributed 
by leading Stationers everywhere— 


‘THE HOTCHKISS SALES CO. 


| Department W 
' NORWALK, CONN. U. S. A 
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Stationery's ‘4 


lightness makes it economical. 
Sold at all Better Stores 

Deaters—write for Catalog 
AGENCY PAPER CO. 


Air Mail is: the thing today 
Distributors Coast to-C 


Brilliant White, crackly-—use 
it for Peace and War mail 


ond = Sky-Rite 


, Fastest Selling, Most Popular Line of Air Mail Stationery 


Specify Sky-Rite Air Mail Stationery for both foreign and domes- Your lithographer, printer or engraver finds it adaptable for 
attractive letterheads. 


tic lett . 2.8 
ic letters—it has a lightness that cuts postage costs to minimum Sky-Rite tobes typewsiting with the same clerity os heavy popers. 


—a letter of many pages goes for the single postal rate. Made TO FLY by Pioneers in Air Mail Stationery—Sky-Rite ap- 
peals in its distinctive appearance and distinctive economy. 
CO. Sxy-Rite is strong, brilliant white, opaque, crackly! Sky-Rite the Nationally Advertised Air Mail Stationery 
Write New York Office AGENCY PAPER CO. Factories, New York 
S A for Catalog B5 74 Varick Street, New York 13, N. Y. and Chicago 


April, 1944 When writing advertisers pleas: mention Orrice Equipment Dicest 21 


—: ok - eet fA = a eee. iris: i: aes see Soa 1 ae TS mneediee Pe ‘ne . a> B a3 
iy a ; rs = ie 7 em oe oe eo E. a no ae i Lae ; : ; 
ee 2 oe ae : 0 Sag aii amma ik Ee ae i ae “ae ee hee eo ae 
: . : ‘ 
mee ce = es a y ieee F a 5S ee ee i = a ee — ee _ - a eek: 
ae fll ee po I ae eo FE 
a ee — 1 - on oe = Vitex i i i : oe on : 
. — oe - a he 2 i Fs) oe ek ee Lis a, a4 Boe <a ; i 
: ee Pls ; te Oe, = eee a ie gf ?. Af. 
a i ee a : = it. a a a ys an ed ee ae 
a ‘ : 2 * me ae ea uals \ a oe a f Saeee: ae 
Eee Tit a — ie eget . a See es cae eS 2 tere Bus 
ee coe ek a <i a a a a a Ree ae — 
.. oe i. = ae. a rr 
‘ aed , eon § 1 le a ee tf i So 
Sa : e* ae a. ae A a ae ee a o os ae 
a . ig 3 eae ae aa eee ae - Pk ‘ Ree et 
2 ore vee gee > Sem Be), Se do og Was 3. A pen tee € : : 
- ae 8 * a) | eee eae we ee ee me i + Lee cope OG 
)  — ia YY eee lr & 
Qs ro WS - <r: oe See Cee eee NEES 
a - Nad ws ia . (3 oe ; * ol.” ba P gyn a ae cee 
ee es ome Bre Pao it cael a ime ee: Sean See ae ba i ss 
fon — ¥ * Pee areas oe eae one ‘ ash —e. eeeemeee = oe bE 
‘ile Ge. a4 ro. * ee aa - = ai 
 _— te. Pin ref Pe i aoa Oe fo See ee en Seay a e 
ee 8 al y 4 a ; - a We ees a ee Bk 2Og eee 
a aoa i ae ic. a. = ar Pn ee | - cs St een ney 
: i. sy ¢ .- i ae - aa ee i a ae ee 
ee. 8 SS — e “*% ye ae a ee ee me 
- ae a le a oe oe Bee De ee 
ee, is 2 w . *. . $ i ey ae 2. a ay = Pee = sae 
ie eee p > - *) oe oe ‘ se 2 ee EN 
ue . ae oS ee - Se. ie et ho rs ae ras 
ae . Be) ae cece: 7h. ee af), i Sr one S, a by, 
Ri i 7 = lr li we cy e ie a ee 1S ‘ i * i hee aie os Pata 
fat eS 0 | My ae is eo He $ sop: . ‘Be ha pa ‘ Fs i= , Sale xe ; 
cn eed eee SS ae a tw" a a. a : - a. : : = 
al oe i , ee . | 2a wae ‘A . eee ee ra 
os See Se aaa a Ss Bs ‘ mec, Eee en 4 , ae , ie 
a ae ’ ae id > : te gle oe ey 3 aoe, “ ck Be 
i) Sa a) a a 77 2 a ee ‘ ae . Boi eo .. : 
a ae lll eee es 4 : oe...‘ * ‘ Pr a ee! 
SS Sig. o> i a 1 \ Je : mee 4 aig oe sae. lg > - i= : ae raid 
5 es i. os ) Mon pe! Ee be Coe ieee oS s 
| i, Bi ee ey a — ee 
es a* : Ate: aa i : 2 Sa | 2 oe ? , a 
a p Sate ae Se i  . so ee ee. See. 
j -) on ~ ee oe ve See a 3 ae Syl : a ae . 
ofa . = ie ae. od he x ay Fae eee ge * ~ i a ‘ ye a 
a : ; eee” 4 : aoa. ts "ae i ae —— c 
eee a ‘ . a eid . yk Bs ee le > ca ee ly ss c ges 
i. Bir ae i. if a. “a (ft P » M a —— te ie f eS : g 
oe Sica fae” 4 eS ee i eee. 4 Se ‘aa * 3 he ae ees Gane: a 
: ¢ ae 2 _— es a ’ ante f gel 7. ae ae "A vd = a ae eee : 
oe if ae eae ae ies 4 . ae ees ee ¥ — oe * 8) Co ae ; aie ’ 
5 . Ree Tee ca . 5 a5, . ‘ be lg Sai ta ; 2 as ei rhe = aye a ee ; P 
don = ae ear. eer ma é 7 an a i ee me . a 2 ae £ 
ue a a a Me ee ee 
toe Me = ‘Pie ee St. i a ee ee i 
a ae : Ce - 
. soe ‘2 ve a ———— es BA eee - 
iss has) a -_—  , 4a ~~ 2 : 
q Se . a ey Ge ~ i ihe ke ee ae 
s- Tn ~ “ a on oe i Pop 
es 5 : Peg mS a C= ag se 
4 a cr Wie as eT 2 is we a ere i 
7 ee mis j ae ra eee ee S cee ; es ee ' 
ae * ee a * aie a So: ae . oe So ee 
a ‘a \ a 250 (a ee || ie: Gee Ee 
oe a <i ae ee eee: ec Ne > eee ae oa. ea ae ee 
Rin som $ - : SS a i ae eee ae a eee 
: ee ore Soe auld Sh, Soe ee 4 4 eas a We 
) se. pace —. | ti“‘(i‘(<sié‘(i‘(asé‘ia = & 
pene- eee ee #aZ0 ase = > 5 ee ie 3 a s ' ore, 
a * fet . a — ea ae = : See. za 
li n em per & % > ae a 7 = : a Be eee ; * 
, | ae e { es Be — = ee ‘ : ee Bits 5 
i, : ee ae ye ay. ; a i ‘ 
— odo ae ee: f = oa. aa 
er ~ hie . ‘ <= = ‘Cae ee e aw 
~ fo ai Coie ae. a P oe tee ald ae 25 
H — ry ee Lg : & ee fe Bes Gomi ese : 
il ae : : a. ee a ee: i 
- SF A? ow ee ee oan Pe 
ra ey S = Re eee ae a 
i a o i Be : piwk ee pe i eA 
of Pe oo i S a Gi ie meds eae pet tae 7 g ae | i. : f 
es ame Lat J Ps i ee i er 4 a ee nies 
ture ~ ae we ce . mS Lok ee : aT tee * 
te —_ j e+. Se eee Se ek a i ee a 
m <a ee oe 7 \ 3 et Meek 5c) vat Bre.) eo: - wig eo Ve 
ees Ns MER a erie  -) ake ee. ig ak: Ree! «8 a = Seely “2 
‘a eS Be ee i 
* 
SCS 7 
= 
— , 
ae ee ee ‘ ; a : Ae pa a See oe ae oe. a eae = Leo i 
6 ehaiaier as al u ————— cc ee oe es eee a ie jee 
x Ee lr Fly ge ——— Ol ee ae ae oe : ; 
es: ae ae cag Br ees, Ih iu 7 i * a ot eae : aanse se : : ES : 
9 : ee wah 


Listen 
‘ Boss! 


IF MY LETTERS ARE 
SMUDGED AND BLURRY— 


SETME QLD DUTCH 
seee CARBONS AND RIBBONS 


“How do you expect me to type clean, sharp 
letters? Look at the typewriter ribbons you 
buy. No more body than tissue paper. Get me 
Old Dutch Ribbons—then you'll really see 
something! I used them on my last job—and 
my letters were always perfect. Same goes for 


Old Dutch Carbon Papers.” 


Uniformly good impressions — sharp, clear, 
legible—are an assured resuli with “Old 
Dutch Line” products. A result made possi- 
ble by a 43-year tradition of unvarying high 
quality standards. 


ASK YOUR OLD DUTCH CUSTOMER ENGINEER 


WATERS & WATERS BRANCH 
511 LOCUST ST., ST. LOUIS 
Burlington, N. J. San Francisco, Calif. 
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Quick, effective, pleasant 
—enjoys enthusiastic ap- 
proval of copy machine 


operators. They like its 

thorough, yet gentle ac- 

tion, its pleasant scent 

and the way it keeps 

hands soft and smooth 

CLEANSING without disturbing _ nail 

polish. It has been tested, 

CREAM approved and adopted for 

use by many large firms 

Removes Hectograph, a rs ay 

Mimeo and other Dup- She ie Geen Ge a 
licating Ink stains, oil, aioe . . 

grease, etc. — 

TRIAL ORDER 

Send your order for 12 

tubes today! Price list 

and quantity discounts 

will be enclosed. 


i 


Auutocopy 
DUPLICATOR FLUID 


FOR ALL DIRECT PROCESS 
LIQUID DUPLICATORS 


Brighter Copies 

Longer Runs 

Practically Odorless 
Non-injurious to Machines 


Dries Instantly—-No Offset to 
- Other Copies 


In gallon jugs or 54 gallon drums 
ORDER TODAY 


462 West Superior Street 
CHICAGO 10, ILLINOIS 
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FOR 
IMMEDIATE 


NEW ENGLAND 
FILING EQUIPMENT IN WOOD 


=. = 


eS ee | 


FILING CABINETS 
2, 3,4 and 5 drawers, Letter and Legal 


; J f in wood 
sizes @ with or without lock @ easy from architects’ pH. an and spe- 
sliding full drawer suspension @ olive cifications. 


green or walnut finish. 


We are equipped to make special 
equipment of all ty 


Cabinet making is our business—before the war—now 
and after the war. All our furniture is made right here 
in our own shops under our own control by cabinet 
makers who have made custom built furniture for 
years and years. We use the same fine cabinet mak- 
ing standards for our present line of filing equipment. 
We have these items ready to ship to you. Write for 
our catalog. 


NEW ENGLAND WOODWORKING COMPANY 
512 EAST 137th STREET ° NEW YORK, N. Y. 


MULTIPLE DRAWER CABINETS 
Full suspension drawer action. 28°°D x 52"H. 6, 7, 8 and 10 
drawer units for 9 x 6, 8 x 5, 6x 4, 5 x 3 cards respectively. 
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The Satistied User Tomorrow Will 
Be the Cramer User of Today 


* 


Write Today for Descriptive Literature 
and Prices 


* 


CRAMER POSTURE CHAIR CO. 


1205 CHARLOTTE ST. « KANSAS CITY 6, MO. 
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TURQUOISE 
Cooved Would Gmoithen 
Orzawing Concil 
BY GIANT PENDULUM TEST 


. For a point that fairly glides across the paper .. . for a grit- 
less, even flow of perfect line . . . try an Eagle TURQUOISE. 
Laboratory tests and drafting room results have long since 
proved TURQUOISE unrivalled for accuracy of grade, 
opacity of line, strength of point and durability of lead. Now 
the Giant Pendulum Test, described below, proves that 
TURQUOISE is also the world’s smoothest drawing pencil. 


This gigantic pendulum, with its 540- 
pound bob swinging freely, makes 49,920 
oscillations from a single impulse before 
coming to rest. When the point of a pencil 
(A) presses against a sheet of paper (B) on 
a platen attached to the pendulum shaft, its 
friction reduces the oscillations to a num- 
ber that measures the relative smoothness 
of that point. The smoother the pencil, the 
longer the pendulum swings; and the extra 
smoothness of TURQUOISE is accurately 
registered by the extra oscillations. 


YOU CAN TEST TURQUOISE, TOO. We can't 
ship the pendulum, but we can send a 
pencil; and TURQUOISE smoothness 
is So Outstanding you can feel it by hand. 
Write for a test sample, naming this 
magazine, your dealer and the grade 
you desire. 


Chewd-Sceiled 


(SUPER BONDED) 


4 TURQUOISE 


DRAWING PENCILS and LEADS 


"naa. vu. 8. PAT. OFF. 


E JPENCIL COMPANY, 703 EAST 13th STREET, NEW YORK 
ss BAGLE PENCIL COMPANY OF CANADA, LTD, TORONTO ——t*™” 
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in satisfying post-war 


FZZZZ> WILL COUNT MORE THAN EVER 


demands for office supplies 


SPEED has served well in wartime duties .. . 


Additional 


thousands of executives and office workers now have first- 


. . . . In the post-war world —as at present — 


SPEED PRODUCTS COMPANY 


«437-18 NORTHERN BOULEVARD + LONG ISLAND CITY 1° N.Y,” 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


» hand knowledge of the superior merits of SPEED PRODUCTS 
. . . . The SPEED way will always be their choice ...- 


SPEED WILL BE THE ORDER OF THE DAY! 


é 
a. 
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“YARTER'S Fountain Pen Ink is non-corrosive—gentle 
C as a kitten to a fountain pen. Laboratory tests 


prove it the safest ink for fountain pens or steel pens. 


vy 
My, Ye 
i 1" 


Carter’s dries fast—just a few words behind the pen. 
Smooth flowing too, from the moment the pen touches 
the paper. 

Remember Carter’s kittens when you buy ink. Ask 
for Carter’s—the ink that’s set the pace for 86 years. 


Ties 


aa 
ei) 


Hn 


¥ [= a=: 
CARTER NK OE 
Carter’s permanent inks are available 


in gallons, quarts, pints, and 25¢ and 


The Carter's Ink Company, Boston, Massachusetts 15¢ desk bottles. 
April, 1944 When writing advertisers please mention Orrice Equiement Dicest 
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Wan-Geanred To “lhe Finish “ 


WITH 


FILING SUPPLIES 


Since no winner can ever let down until the goal is reached 
. . $0 no office can afford to handicap efficient operation 
with old or inadequate filing supplies. 


With GF production converted to the manufacture of war 
materiel . . . with more than 800 former GF employees in the 
U.S. Armed Forces . . . with the Army-Navy “E” flag proudly 
attesting the patriotic labor of our workmen. . . with full partici- 


pation of employees in purchases of War Bonds and other 


Fi 

community efforts . ..GF serves the nation and its business offices. m 
Our company and our dealers are proud to supply to the ~ 
offices of a fighting America, the filing supplies which are so - 


vital in quick and coordinated planning and functioning. In our 
complete line of Filing Supplies, GF dealers daily find opportunity 
to speed the whole objective of office indexing—the easy finding 


of vital records. 


Guides, folders, cards, labels and all other material necessary 
for the filing and finding of business data are available. Our 


dealers continue to serve the business offices of the nation. 


THE] GENERAL FIREPROOFING COMPANY 


YOUNGSTOWN 1, OHIO 


a + Fr | 
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MODEL J-30 STAPLING PLIER $3.85 


Model J-30 is light in weight, yet rugged. Requires but little 
space and can be put into desk drawer or pocket when not 
inuse. Indispensable tor vertical filing or for attaching ma- 
terial to a permanent card. Uses DJ340 NEVA-CLOG Staples. 


MODEL 8-100 STAPLING PLIER $5.25 


For heavy duty and for fastening of tough materials, this 
machine uses a broad flat staple. Fastens such materials as 
fibre, softwood baskets, veneer wood, leather and belting. 
Used for sealing heavy paper or cloth bags, packages of 
corrugated board, and similar difficult operations. Powerful 
leverage, durable, fool-proof. Staples used: NEVA-CLOG B-%. 


MODEL S-100 STAPLING PLIER $4.75 


A rugged, powerful Stapling Machine with 4 to 1 leverage. 
articularly designed for production work and hard usage 
but can be used for any stapling operation within its capac- 
ity. Clog-proof so that it will give constant production. 
Use NEVA-CLOG A-1000 or L-1000 Staples. 
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WE WISH ee 0 ous 


say to our friends indiscriminately: 
“Send in your orders, they will be shipped 
immediately”, but we can’t, noi just yet. 
War production must and should come 
first, priority orders must and should re- 
ceive first consideration. 


Deliveries are still being delayed some, 
but we are catching up. We are reason- 
ably optimistic for the near future and are 
soliciting orders carrying priority ratings 
—AA-1—AA-5. 


Now is the time for you to re-appraise 
your customers. All but the most un- 
essential industries can extend to you 
AA-5 or better. 


Remember—highest ratings come first. 
First in, first shipped. 


New uses are being constantly discov- 
ered for ‘ 


NEVA-CLOG STAPLING PLIERS 


“The machine of a thousand uses” 
to 


“Fasten things together” 


NEVASLOG PRODUCTS, Inc. 


BRIDGEPORT, CONN. 
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“Another reason why Parker" 


*Photographs perfectly! 


“Microfilm negatives, positives, and en- 
largements are difficult to obtain unless 
the right ink is used. Laboratory tests 
and comparisons show that Parker 
‘Micro-Film Black’ Quink meets the ex- 
acting requirements of microphotog- 
raphy ... yields superior results!” 


MICROSTAT CORPORATION 
Ralph De Sola, Technical Director 


ere are more facts about 

this remarkable new ink— 

read how it saves you time 
and money too! 


Writes black—stays black! Brilliant, smooth-flowing, fast-drying—a 
permanent record ink that’s ideal for all correspondence, records and checks. 
Won’t Fade! Even when subjected to hundreds of hours of blazing sun- 
light, records written with Micro-Film Black Quink stay clear and sharp. 
Resists Water! Actual tests show that tons of water fail to wash out rec- 


ords written with Micro-Film Black Quink. Guards against water dam- 
age resulting from fires or floods. 


Photographs Perfectly! Its clean, sharp strokes—devoid of feathering 
—reproduce clearly. Ideal for all photographic processes of keeping records. 

Contains Solv-x! Exclusive ingredient that cleans pens as they write— 
ends clogging and gumming. Saves time and money for offices by stop- 
ping most pen troubles before they start. 

If you haven’t a stock of Parker “Micro-Film Black” Quink—order some 
today. You'll find this remarkable ink ideal for every purpose. Parker 
Pen Company, Janesville, Wisconsin, and Toronto, Canada. 

Copr. 1944, The Parker Pen Company 


i PARKER Quink , 
e The only tuk coujaining SUV 
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FREE! 


Attractive, 2-color book- 
let that shows-all, tells- 
all about * *Micro-Film 
Black” Quink. Filled 
with facts, photographs, } 
and testimonials. . - proof 

of Quink’s superiority. Write The Parker 
Pen Say 4: Dept. “N”, Janesville, Wis- 
consin . . . for your free copy today! 
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We'll make you up a sample 
transparent holder’ free! 


See our catalog for book, magazine and menu covers, document. —— 
holders and pocket cases made from reclaimed cellulose ae 
_ acetate of high transparency. 2 
Our three most popular V.P.D. hissy dion tabidosaedhiecasedcias a 
illustrated. They differ in edging only. The strong heavy gauge “a 
cellulose acetate used is the same in ail three. It is durable, hasteng 
life and high transparency, For post war ring books, we will make = 
light weight sheet protectors of first quality only. We are pioneers. pe 
% ee ee . use our vast experience, ae 
‘ a 
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No. 1452D: Ten inch Celluloid Face 
iC hy4 D bevel edge slide rule. Inches and Metric 
rules on bevel edges. List Price $3.50 


No. 14460: Ten inch Painted Face vertical 
edge slide rule. Inches and Metric rules on 
vertical edges. List Price 


No. 14449: Five inch Celluloid Face Pocket 
slide rule with convenient additional reference 
charts. List Price..... 


Note: These “emergency” slide rules have 
Scales A, B,C1,C, D and K on front. On reverse: 
Scales S, L and T. Leather- 
ette cases and instruction 
manuals included. 


Atlanta JACK. 2121 
Birmingham  3-8183 
Boston LIBERTY 4690 
Buffalo CLEVE. 0370 
Chicago KEY. 7000 
Cincinnati MAIN 2664 
Cleveland CHE. 7347 
Columbus MAIN 3420 
Dallas RIVERSIDE 4403 
Dayton ADAMS 9174 
Denver MAIN 5161 
Detroit RAN. 8483 
Ft. Wayne ANT'Y 4142 
Fort Worth 3-3244 
Hollywd GRANITE 4188 
Houston CAPITOL 1233 
Indianapolis MKT. 4466 


HANA NA 


Jacksonville 5-2166 Tulsa 3.0168 
Kans. City VICTR7881 Washington NATL. 4063 
\ Knonville 3.4944 Wichita 2.2722 
or mail or phone to our Chicago office. 
Qnederich company Main Office: Chicago 
P.O. BOX ar _— KEYSTONE 7000 we —— 4 
1: . a me thee 


JUST PHONE our | 
NEAREST NUMBER 


Los Angeles TRI. 8164 
Memphis 8-6796 
Milwaukee MARQ. 7246 
New Orleans RAY. 0331 
New York WIS. 7-7678 
Oklahoma City 3.6306 
Omaha ATLANTIC 7890 
Philadelphia LOM. 7044 
Pittsburgh ATL. 3350 
Portland ATWATER 8681 
St. Louis CHESTNUT 0688 
Salt Lake City  4-7823 
San Diego FRANKLIN 1344 
San Francisco DOU. 5975 
Seattle MAIN 4022 
Tampa M-8377 
Toledo ADAMS 7224 
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NO, THANKS, WE'RE 


TIRED OF SO 


MANY STEAKS 


When rationing 1s forgotten. 7 


as 


... you'll still remember 


Waterman’s Played No “Favorites” 


your opportunity to secure Waterman’s, when 
Waterman’s are at all available. After pen ra- 
tioning ends, it’s a good indication of the loyal- 
ty and support we will continue to give your 
distributor—so he can serve you better. 


Today your distributor’s selection of Water- 
man’s Pens and Pencils is definitely limited— 
for all pen production has been reduced to con- 
serve vital materials. But some day he'll have 
them again—ir all styles and prices. And when 
that happy day arrives, we hope you'll remem- 


ber: 
4 


From the day pen rationing began, Waterman's 
divided its limited civilian production fairly 
and squarely among all Waterman’s dealers 
and distributors. Size made no difference. In 
every case, the merchandise alloted to him was 
based on the same factor—on the number of 
Waterman’s he bought before production was 
restricted. In other words, Waterman’s played 
no favorites. 


How does this affect you—the purchaser? 
While rationing is still in effect, it safeguards 


L. E. WATERMAN Co. 
344 Hudson St., New York 13, N. Y. 


WATERMAN'S INKS are avail- 
able in gallons, quarts, pints 
and in the handy individual 
Tip-Fill Bottle. Made to the 
high standards that have made 
Waterman’s inks world famous 
for more than 50 years. In 8 
colors—including PERMA- 
NENT BLACK, the finest of 
all for lasting office records. 
Ask your distributor for prices. 


April, 1944 


Waterman's 


“THE ONLY PEN WITH THE INKQUADUCT” 


When writing advertisers please mention Orrice Equirment Dicest 
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In spite of the many problems brought 
about by the War, BOORUM & PEASE is 
extremely fortunate in being able to make 
these high quality RING BOOKS available 
to you with IMMEDIATE DELIVERY. 
THE SMART STATIONER anticipates 
the needs of his customers, and always 


immediate delivery on 


RING BOOKS! 


All Popular Sizes 


has on hand, the best in products to 
reathrm the faith of old customers, and 
to create a popular market for new cus- 
tomers. BOORUM & PEASE products carry 
the mark of traditional, fine-quality — 
known to American business for over a 
CENTURY! 


SEND YOUR ORDER DIRECT OR PLACE WITH ONE OF OUR SALESMEN TODAY 


goR EVERY RECop,, 


4 Way to KEEP }* 


GENERAL OFFICES: 84 HUDSON AVE., BROOKLYN, N. Y. 
BOSTON: 29 OTIS ST. * ST. LOUIS: 115 SO. 8TH ST. * CHICAGO: 538 S. WELLS ST. 
NEW YORK CITY SALESROOM: 349 BROADWAY, N. Y. 
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Edited for PURCHASING AGENTS, CONTROLLERS & OFFICE MANAGERS 
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Volume 5 No. 4 
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Lexington 2-1121); Thomas Murphy, Editor; Lucy MacKenzie, Associate 
fditor; M. T. Weeks, Circulation Manager; James V. Quirk, Pro- 
duction Manager; Joseph Hochfeld, Art Director. ADVERTISING: 
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Raymond Korman. 
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War Metals for Peace 
% THE DAY DRAWS CLOSE when civilian users 
can begin to enjoy the results of the great technical 
advances made in production during our years of 
research and manufacture in the interests of war. 


Many of these improvements and innovations in 
methods and materials are now embodied in the 
products turned out in vast quantity for the fighting 
forces in the factories of the office equipment indus- 
try, and when conversion to peace-time manufacture 
comes, will enter into regular lines. 


The progress made in this country during the past 
few years in developing new uses for metals is cer- 
tain to be strikingly reflected in office equipment 
after the war. Just recently the Truman Committee 
made a special plea that plans be worked out now to 
demonstrate the advantages of magnesium, one of 
war’s most valuable metals, in the uses of peace. 
Typewriters and business machines were among the 
manufactured items which the committee listed as 
products in which magnesium can profitably be em- 
ployed. 

Magnesium is the lightest of metals available for 
commercial use, being a third lighter than aluminum, 
and is in addition the third most abundant industrial 
metal. It can be produced at very low cost. 
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THIS PAGE WILL BRING YOU 
ANY INFORMATION YOU NEED 


To get without obligation from manufacturers and other suppliers further particulars 


regarding any merchandise or service mentioned in this issue, whether in advertise- 
ments or news items— 


1. Check the advertisements or news items in which you are interested on the list 


2. Write your name, firm name, and address in the space provided. 


, put it in envelope, paste on this convenient no-postage-required 
address label, and mail. WE WILL DO THE REST. 
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The varied needs of Sperry offices for furniture and equipment can be met promptly and efficiently 
through operation of system described herewith 


an * 
a) te 
. 8 ‘eo 
r How Sperry Gyroscope Co, % 
- * E . 
7 Controls Its Office Equipment 
. 
3 By Lucy MacKenzie 
12 
: % WHEN the rapid expansion of the Sperry Gyroscope Co., Inc., in con- a 
2% nection with the nation’s war program got under way, certain problems S 
: a were presented with respect to the procurement and use of office furniture a 
9 and office equipment. The problems were all the more serious because the 7 
-& expansion took place in several separated plants. 
. 4 Early in 1941, the necessity for standardization of interchangeable 
equipment was realized, and the position of Standard Equipment Engineer 

was created. This executive prepared a Standard Equipment Manual, 
e giving complete details on all items of equipment, specifying dimensions, 
. 8 finishes, and sources of supply. The Purchasing Department kept current 
7) quotations of purchase prices for all items listed in the Standard Equip- 
a ment Manual. All plants were divided into budget units, which requisi- 
| : tioned items by issuing expenditure authorization for any equipment 
. 9 required, supplying the number of the item in the Standard Equipment 
utd Manual. 


This system worked very well, except that each budget unit, interested 
in its own requirements and unaware of possible surpluses elsewhere, 
might purchase equipment which was surplus in some other budget unit. 

In order to insure that all equipment was being utilized, a requisition 
form was substituted for the authorization form. Under this arrangement 
each budget unit requisitions the items required from the Plant Facilities 
Supervisor. He in turn investigates the need for the equipment and the 
availability of space for it. If he is unable to fill the requisition from 
surplus in his plant, he checks with the other Plant Facilities Supervisors 
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and transfers equipment if available. If none is available, he issues the 
necessary capital authorizations, and the equipment is purchased. 

Each Facilities Supervisor maintains record drawings showing floor 
plans of space in his plant. These plans also show the outline of all equip- 
ment and the inventory number of the equipment. In addition, a card file 
is maintained by type of equipment, showing location by department. 


G. T. MONKS 
Facilities Supervisor for Marine Division 
at Sperry 


According to G. T. Monks, Facilities Supervisor for the Marine Division, 
the system begins to function just as soon as a new piece of furniture or 
equipment is purchased. The desk, chair, typewriter, filing cabinet, or 
whatever it may be, receives a number which is attached to the item on a 
metal strip and is also burned into the wood where the article is of wood. 
This coded number serves as a permanent identification. A quick glance 
tells for which Sperry plant the piece of equipment was purchased and a 
check-up on the number in the card file will reveal each move which the 
piece has made since the date of its purchase. This card file and system it 
represents are identical for each plant of the company. 

For fire insurance and tax purposes, a plant ledger is maintained, which 
gives location by building, the purchase price, and the amortized value. 

The movement of all office equipment is recorded by the issuance of trans- 
fers by the various Facilities Supervisors. This transfer in reality is a bill 
of lading. Copies of these forms serve as instructions to the Plant Engineer 
to move the equipment and as notification to the Fixed Assets Section to 
alter its records to record the new location of the equipment. 


Iron and Steel for visible reference panels 


* IRON AND STEEL may now be used to produce metal visible reference 
panels for general office and industrial use to the extent of 40 per cent of 
the amount consumed for the same purpose in the year ended June 30th, 
1941, according to the War Production Board. This is in addition to any 
iron or steel that may be used to fill military orders. 

“Metal visible reference panels are compact panels attached to upright 
stands,” WPB’s definition reads. ‘They are used for ready reference to 
personnel records, telephone listings, and similar lists that are constantly 
revised.” 

Production at the permitted rate is expected to total about 400,000 refer- 
ence panels a year. The total for the base year was approximately 1,200,000. 
Before this action use of iron and steel for visible reference panels for non- 
military use had been prohibited. 

No new steel other than flat rolled sheets or strip less than 12 inches wide 
may be used. 
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FORMS USED IN CONTROL OF OFFICE FURNITURE 
AND EQUIPMENT AT SPERRY GYROSCOPE CO., INC. 


Copies of the forms covering the requisition, transfer, and procurement of office furniture and 
equipment at Sperry plants. 


Top Left: Office Furniture and Office Equipment Requisition; 
Top Right: Capital Equipment Record; 

Bottom Left: Expenditure Authorization; 

Bottom Right: Capital Expenditure Authorization. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


39 


Be ss nl oy) A a ae ~~ 4) 4 Ca ae oe > Mate 
eee ee “ial a So) Vee a 4 es taal . Os cic a ; ; 
ee See : : ; ; = ee oe : ao : a. ae 2 . 
. : / Bil a ; 
re 
ence wee ee ee 2 : 
OFC FORIETURE ARO OFRICE EQUPWENT EfemsITeR COT CROWES RECORD = 
eo TO ET OS TOTNES e ‘ 
SmsTED Ce 26 BOTS, — ocerOn OF SeueEEn OF BL oe FLORe Ane _ 
Aes OF LCOS BUST OF Orne a4 $ 
te po a nee © sera st, veces meseane graee (a) acmonne Ose Os. compen no 
= pn 
aaianet To es veso ev sever 
J =, UL) reaneres UL) L) Loan L) reas REET rec : 
feos Ld 
i ART ko SS aa 
5 mat a a , 
, co 
: juan (em | 
° aaa ae 
Z J 
an. 
manson von Sequernon WeT BEASOne FOR aut TENS) an 
OO Eee 
msncinntntieeteuietgietcesinicinimeniataeamncagcanias 
eee Bee ; ier 
| 
| eae 
~~ = a tar Oo Pant = 2 fno8ee £ue gS 
; 
a i a te i mal ——— Te ee eee Se : 
woves or OTE = ret Lk SOF OF BE ERED mene + REC ETT ® 
SS Sree seco suse os cows g ercectenws asco en 2 2S : y 
SS yet : 
i eee mw E 
EEO $< ; 
~onse__ — — ce arr (0.0.0 03 2. 00mm. —( er a a . ——EE = = ee 
— SES DS CEREGES BEIT OT — TT = 
LL 
NOTE: samo Oo-omec ano One Cony VO Trt Cant PacuiTas GUPERVISSD : 
EO ee —— s 
ooeas ~ 
(iivorrent asruomzatiOn = @ srenny ornoscore company. me. a * 
Oe EmemOERCY FAcKIT ES a€wws 100 ane on cones OF 
——— 
pevwom on oer . : 
convancs aareo CAPitan CAPENOTURE AUTHORIZATION ; 
ere’ er Cif coronas areonason niintetiaaetianenil 
CUTEEREED 99 0508 avmomaanon wo C evostran roe vase ; 
eccamen as. — evoeEt unt sul mOmgeD TO Ostet te 
real OS saanaiaiens roan 
— ron OAL ANCE OF emme 
—— = ——— 
cAacawtion oF sovrrwent 
i 
=—s armsres coer 
or) 
(S828Om FOS ERPENO'T: aes Se SESE Se eee 
Beason Fos Enmemorrume woe hs) 
7 og * “ls 4 
waremes 
retent 
evens? sason 
wavemas 
= wean : 
evecws wevaverome 
vores, 
SQ, ! 
sroemanen ron puacnasne , 
EEE SS SSS aM ; 
P08 RECOVER OO ACCEPTED AnO MERGON om sae bey es 
~ 
* = a — 
5 —_—_ Ps ee - ae a 
ee j 
a, oie, : uae om -3 . te “een x a a. aoe a te i = ae | ven dy roe Ps 7 
ae ‘ = a a 7 | a! f < 2 Ses ‘ - : igs “3 ; 
a ae aD i, .. 2, ©) ae BN Sa ae ie Oe 4 ae 
hikes ee aye =t o =e : a. ‘i aig ae oe - , : = a ae a : ie Yom = : the 
ee é ; ao 
4: 3 ~ * ” we 


* 


Many industrial plants and offices, 
confronted with the need for 
quickly constructing partitions for 
additional offices and corridors, 
find an answer to their partitions 
problem in a demountable, pre- 
fabricated glass block and wood 
strip partition developed by the 
Insulux Division of the Owens-llli- 
nois Glass Co., Toledo, Ohio. Be- 
lieved to be one of the most 
quickly erected demountable par- 
titions yet developed, the system 
consists of regular Insulux glass 
blocks held rigidly in place by 
means of three simple prefabri- 
cated wood members. 


What Are You Going to Do With That Office Lobby? 
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Section of room designed by 
Don E. Hatch for offices of Na. 
tional Gypsum Co., Buffalo, N. Y,, 
shows furniture grouping in center 
where visitors can rest or watch 
slide film describing company's 
operations. At back are some of 
the eight “picture displays" show. 
ing National's contribution to 
eight basic industries. 
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Photomurals offer many opportunities for 
personalizing an office lobby. The outdoor 
scene in this office at right is a photomural 
produced by Kaufmann Fabry Co., Chicago. 


Immediately adjoining the reception room 
of Ziff-Davis Publishing Co., Chicago, this 
semi-private conference nook was built in, 
where staff members can meet visitors with- 
out danger of being interrupted or disturb- 
ing the normal office routine. The furniture 
here is of maroon leather and bleached 
walnut. 


* 


A mural map by Joseph Hoch- 
feld, in pale dusty green and 
ochre, dresses up this lobby in 
a suite of offices designed by 
Henry Kruger for the World Pub- 
lishing Co., Radio City, New 
York. The interior is done in 
blond wood, with pale apple-green 
walls, The rug is a medium tone 
green. 
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According to Washington 
The latest developments of interest 


If you seek MRO quota increases . . . 


% INFORMATION which should be given by persons applying for 
increases in their maintenance, repair, and operating supply (MRO) quotas 
under CMP Regulation No. 5, is now set forth in Direction No. 18 to that 
regulation. 

Items of information which should be given, according to WPB, are: 


1. Name of product(s) manufactured or description of services rendered; 

2. Show what quarterly quota you were authorized under paragraph (f) in 1943. (If 
operating on a seasonal basis, show for each quarter of 1943.) If you received a special 
authorization for any quarter, show that for each such quarter in addition to the 
“base” quota; 

3. Statement of total dollar value of deliveries of your product in 1942, and first and 
subsequent quarters of 1943, by quarters. Show deliveries for each quarter by princi- 
pal Claimant Agencies; 

4. Statement of total amount of MRO requested to be authorized per quarter. This 
should include the base quota already permitted by paragraph (f), (1), (2), or (3) 
plus the increase requested; 

5. Statement of total amount expended during 1943 for minor capital additions under 
paragraph (b) (3) of the regulation; 

6. Statement of deliveries of your product scheduled for quarters for which MRO increase 
is requested; and 

7. Any additional information which may be pertinent to proper evaluation of the 
application. 


If any of the above questions do not apply to a specific business, informa- 
tion which is comparable to that requested should be set forth in the appli- 
cant’s letter. All such applications should be filed with the War Production 
Board, Washington 25, D. C., Reference: CMP Regulation No. 5. 


Fountain pen, mechanical pencil quotas 


% INDIVIDUAL quarterly production and delivery quotas have been 
assigned to 44:-manufacturers of fountain pens and 32 manufacturers of 
mechanical pencils in plants at designated locations, the War Production 
Board announces. 

Separate quotas have been established for civilian orders and for special 
orders (including military). Production for civilian orders previously was 
limited to specified percentages of 1941 production. For special orders, 
manufacturers were assigned quarterly production quotas. 

Total production under the new allocation schedule is expected to average 
approximately the same as under the former restrictions, but production 
will be more equitably distributed among the various manufacturers, and 
allocations will be in line with facilities and labor available in the plants. 

The production and delivery quotas have been established on the basis of 
the manufacturers’ ability to produce pens and pencils without aggravat- 
ing the manpower shortage and without interfering with facilities now 
used for war work. Past production of the individual manufacturers has 
also been taken into consideration. 

Previous restrictions on the use of zinc, iron, steel, and stainless steel 
have also been removed. This means that manufacturers may use carbon 
steel for any pen or pencil part, instead of only for fountain pen nibs and 
for the functional parts of fountain pens and mechanical pencils. They 
may also use stainless steel for pen nibs. 

Previous restrictions on the use of copper and rubber remain unchanged. 
The use of tin, cadmium, and nickel for plating is still prohibited. 

These provisions are established in Limitation Order L-227, as amended 
April Ist. 
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Post-War 
Standards 
in the 


By |. A. 
Herrmann 


Office Manager, 
Servel, Inc., Evansville, Ind. 


Bill size letterheads can be 
used for a larger propor- 
tion of all letters dictated. 


By Being Galloway 
% STANDARDS are essential for modern management. Some standards, 


however, become so fixed that it is almost impossible to change them even 
though they are outmoded. 


Thirteen Month Calendar 


For instance, our present annual calendar of twelve unequal months does 
not meet present business conditions. It is proposed that we accept the 
thirteen month calendar having four weeks or twenty-eight days to each 
month. Each week would start on Monday and end on Sunday. The dates 
within the week and days and weeks within the month are consistent. 
Monday would always be the first, eighth, fifteenth, or the twenty-second 
in each month. Thus, to know the date in the month, you also know the 
day of the week. The 365th day of the year, termed Ultra-Day, would be 
an extra day or holiday each year. The 366th day in leap year, called 
Leap-Day, would terminate with a nine-day week at the close of the year. 

This calendar would facilitate equal comparative statistics because the 
first of each month, quarter, or year is also the first of the week. A week is 
seven days, a month is twenty-eight days or four weeks and the quarter 
is ninety-one days or thirteen weeks. 


Twenty Hour Day 


We have found our decimal system of currency to be the most practical 
means for calculating; therefore, why not use the decimal for our daily 
time. It is proposed to eliminate the A.M. and P.M. and substitute a 
twenty-hour day, having one hundred minutes to the hour and one hundred 
second to the minute. This would simplify timekeeping and payroll calcula- 
tions considerably. (Turn to next page) 
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(Continued from previous page) 
Dvorak Keyboard 


Lt. Commander August Dvorak, designer of the Dvorak Simplified Type- 
writer Keyboard, has proved that our standard keyboard is out-of-date. 

The present standard keyboard loads most of the work on the left hand 
and requires excessive use of the upper row of keys by the weaker fingers. 

The simplified keyboard distributes the work so that the load is on the 
right or stronger hand, and the majority of key strokes are struck by 
the strongest fingers of both hands. The vowels are struck with the left 
hand, and the most frequently used consonants are struck with the right 
hand; therefore, few words need be typed with the same hand. This 
alternation balancing the share of work for both hands and all fingers facili- 
tates rhythm and permits increased typing speed. 

I have presented the standards of the calendar, daily time, and the type- 
writer keyboard to illustrate the tremendous task necessary to make 
changes of some fixed standards. Nevertheless, some day these will be 
changed to fit modern business conditions. The office managers can play 
an important part in affecting these changes. 

Bill Size Letterheads 

There is another fixed standard which is costing business millions of 
dollars annually which can be changed with the cooperation of the office 
managers. When you return to your office, pull out a file drawer and 
analyze the typewritten area on a number of letters, and you will find the 
margins are excessive and at least 90% of the letters could have been 
written on a smaller size sheet of paper. Our standard letter size, 814 x 
11 inches, is causing us to be wasteful; therefore, I suggest that the office 
managers promote the use of a more economical size, 7 x 814 inches (two- 
thirds letter size) , commonly known as bill size. This waste also applies to 
record forms. Most forms are size 81% x 11 inches because the sheet of 
paper available to the originator was that size. 


Government example 

A good example of the possibilities of savings on paper was recently 
effected by the government. Several millions of dollars were saved when 
they reduced the sheet size of the War Savings Bonds. 

The standard government letter size, 8 x 1014 inches, reduces their paper 
cost considerably, but this size does not help industry because it does not 
cut any more economically from the ream sizes, 17 x 22 inches or 17 x 28 
inches, than the 814 x 11-inch size. 

If it is possible to change the standard from the present letter size to the 
bill size, there will be a 3311/3 savings all along the line. This is what 
can be accomplished : 

1—The paper cost is reduced 1/3 by getting six sheets out of a ream 
instead of four. 

2—There will also be 1/3 savings on second sheets and carbon paper. 

3—Permits the use of smaller envelopes at reduced cost. 

4—It lightens the mail load, reducing postage cost. 

5—It saves on active filing space by getting 1/3 more matter in the same 
area. 

6—It will save 1/3 of the space in the transfer file room. 

7—It will reduce the cost of index guides and folders because of the 
smaller sheet size. 

8—It will encourage shorter letters. 

9—It will also promote the use of smaller size record forms. 

10—It permits printing two up on duplicating machines, thereby cutting 

the cost in half for labor, machine time, stencils, and plates. 

If we are really interested in savings, here is an idea which accomplishes 
results without sacrifice and will help relieve the present paper shortage. 
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BELOW: 


DISINFECTION OF THE AIR, a principle widely used in the 


NEWS 
IN 
PICTURES 


ABOVE: 

LATEST ADDITION to the extensive Acme line of visible record 
equipment is the Veri-Visible System. This system with large visible 
record capacity, provides for cards in sizes from 8 inches to |2 inches 
in height and any needed width. The unit occupies 2!/2 x 2!/2 feet 
of floor space and is finished in standard Acme olive green. Al- 
though it moves on ball-bearing swivel casters, a positive locking 
device holds the unit in place while in use. Additional information 
with illustrated literature and price lists may be obtained by writing 
to Acme Visible Records, Inc., 122 South Michigan Ave., Chicago 3. 


LEFT: ; 

NEW ADDITION to the Berkshire line is this presentation of the 
Eaton Paper Corp., Pittsfield, Mass. It is featured for professional 
and home use, both for typewriting and handwriting. The portfolio 
is printed in the gray, black and bright red and introduces a new 
side opening which makes it easy to remove sheets from the folio 
without removing it from a desk drawer. 


April, 1944 


hospital field, can now be used in industry. The new device known 
as the Hygeaire system is a combination of the General Electric 
Germicidal tube and a patented reflector in the fixture designed to 
project a zone of protection across an area above eye-level. Aire- 
borne bacteria and viruses are carried into the zone of ultraviolet 
rays and to their deaths, by convected air currents. Its initial and 
operating costs are low and installation is easy. The product is 
made by the American Sterilizer Co., Erie, Penn. The Graybar 
Electric Co. and General Electric Supply Corp. are the distributors. 


mee: cM oe i 
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ABOVE: 

REX-O-GRAPH TWO-PART END-FOLD PROC- 
ESSED MASTERSET is the product of Rex-O-Graph, 
Inc., Milwaukee, Wis. This new set employs several 
innovations which the manufacturers feel will save 
substantially in time, labor and materials. It is 
made in two parts, with a separate master sheet 
and separate carbon sheet. The master sheet can 
be made of heavier stock and there are no rough 
edges as in the one-piece set. The end-fold feature 
holds carbon and master firmly and also permits 
substitution of different colored carbon. Both the 
form and fill-in can be reproduced at the same 
time. The sets are available in 8'/px11 inch size in 
quantity, processed with any form desired. They 
can be used on all fluid type duplicators. 
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“ALL THE QUALITY THE MONEY WILL BUY”! 
— J S-STAEOTLER,ING. 


53-SS WORTH STREET 
NEW YORK,N_Y. 


Program Announced for Chicago Seminar 
Announcement has been made of the program to ee 

covered when the Fourth Annual Seminar of the Office 
Management Association of Chicago meets in Chicago Apr 
27th and 28th. Reservations for the seminar are to be ad- 
dressed to J. F. O’Keefe, secretary, Office Management Asso- 
ciation of Chicago, 69 West Washington St., Chicago 2. 

According to the announcement, the purpose of the meet- 
ing will be to make a concentrated short course in office 
management available to its members and to non-members 
who are interested. Emphasis will be placed on problems of 
current importance, although the fundamentals of manage- 
ment are not to be ignored. Northwestern University has 
cooperated in the planning of the session, and has aided in 
securing speakers for the program. Sessions will be held 
in Thorne Hall, Lake Shore Drive at Superior St. 

Topics not covered by the speakers will be presented in 
exhibits, motion pictures, literature, or the consultant service, 

The consultant service will bring to the seminar representa- 
tives of the WMC, WLB, OPA, USES, Training within Indus- 
try division, and prominent office executives. 


New Chart Made for Postometer Owners 

A chart issued by the Detecto Scales, Inc., 1 Main St. 
Brooklyn, N. Y., is to be used to correct the computed figures 
on a Postometer or other parcel post scale. 

The company announces that since it is understood that 
the new parcel post rates are to be in force for the duration 
plus six months only, some users may not want to go to the 
expense of changing their charts now. For those who want 
to make the change, new replacement charts will be ready in 
about ninety days. 

There will be a charge for new charts for all Postometers, 
Postometer Jrs., Postograms and Postogram Jrs. sold prior 
to February 26th. 

There is no charge for the War Emergency Parcel Post 
Increase Chart, which may be obtained on request to the 
company. 


Controllers Institute Adds New Members 

Three new members have been added to the rolls of 
the Controllers Institute of America, 1 East 42nd St., New 
York 17. They are James F. Brehm, comptroller of the 
Electromatic Typewriters, Inc., Rochester, N. Y.; Leonard J. 
Ertel, secretary-controller of the Standard Register Co. 
Dayton, Ohio; and Victor L. Thomas, controller of the 
Pacific Manifolding Book Co., Inc., Los Angeles. 


Hammermill Wins Army-Navy "E" 

For the third time, the Hammermill Paper Co., Erie, 
Penn., has won the Army-Navy “E” in recognition of its 
continued high achievement in the production and delivery 
of paper to our Armed Forces. 

Hammermill received its original “E” production award 
on September 15th, 1942. It was the first concern in the 
pulp and paper field to be so honored by the War Depart- 
ment. The Erie mill received a second award on April 10th, 
1943. The present award places a second white star on the 
“RE” flag. 


Burroughs Net Profit Is $3,716,618 

For the year ended December 31st, the Burroughs 
Adding Machine Co., Detroit, Mich., reported a net profit 
of $3,716,618, equivalent to 74 cents a share. This compares 
with $4,506,801 or 90 cents reported last year. 

Unfilled domestic orders for the company’s regular products 
amounted to $5,024,000 at the close of 1943, against $7,200,000 
a year earlier. During the past year there was a decrease 
in volume of regular business and a substantial increase in 
volume of war material, according to the statement of 
Alfred J. Doughty, president. 
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COMBINATION FOR BUSINESS EFFICIENCY! 


_ 


ERM ANENT poval BLUE, 
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SPATTER-PROOF POUR-OUT! 


Exclusive Sheaffer feature! All Sheaffer SKRIP quart containers 
have the special patented Shaeffer “Air-Way" Spatter-Proof 
Pour-Out. This feature is scientifically designed for controlled 
fluid flow—enabling anyone to pour SKRIP into smaller contain- 
ers without the slightest danger of spilling a single drop! No 
gurgle—no spatter! 


DESK BOTTLE WITH TOP WELL! 


Again—a feature found only in SKRIP containers . . . the indi- 
vidual desk size with the special built-in Top Well. So con- 
venient—so clean—you'd be willing to pay a quarter for the 
empty bottle! The SKRIP Top-Well eliminates pen-filling and 
dipping messiness since only the writing point of the pen need 
enter the fluid. No fluid reaches the part of the pen touched 
by fingers! Keeps fingers clean! And—economical! Top-Well 
enables employee to use every last drop of SKRIP! 


PLUS! 


In any container, Sheaffer's SKRIP is the finest writing fluid ever created by science! 


Keeps pens clean by not allowing them to get dirty. Quick-Drying! 


sediment-forming, contains no injurious solvents to eat and destroy metal and rubber 
pen parts! SKRIP makes all pens write better—iast longer—require less servicing. 
Safeguard the permanency of your important office records with PERMANENT SKRIP! 


W. A. SHEAFFER PEN COMPANY, FORT MADISON, IOWA 


When writing advertisers please mention Orrice Equipment Dicest 
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BEFORE THAT NAME 
Dennison 
APPEARED ON A TAG 


Until E. W. Dennison patented the shipping 
tag with the reinforced hole in 1863, most 
American shippers had their own “direction 
labels” made from left-over cardboard. Cutting 
them out was a rainy-day job for shop boys. 

Dennison devised a paper washer, or ‘“‘patch’’, 
|} which built up materially the pull-out strength 
and gave business men tags that will stay with 
packages from shipment to delivery. 

Other essential stationery items were added 
rapidly to the now comprehensive Dennison 
line. Today, as in 1844, every product bearing 
the Dennison imprint can be counted upon to 
bear out all of the original ideals of design, 
quality and workmanship. 

Let that name Dennison be your buying 
guide for Tags, Labels, Seals, Index Tabs and 
other stationery sundries. 


AT ALL DENNISON DEALERS / 


Framingham, Mass. 


7100 YEARS OF \ 
MAKING PAP 
useFul i oy 


~~. »— 


me & 


«4 


""DEMAND THE BEST!'' 


J-S.STAEOTLERLINCG. 


53-SS WORTH STREET 
NEW YORK,N.Y. 
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Let the Every Day File help you 
save precious hours by eliminating 
disorganized filing. It’s the biggest 
little file you ever saw . . . a work 
organizer that performs like a Tro- 
jan to make your filing simple— 
easy—fast! Busy offices every- 
where acclaim it for the valuable 
time it saves . . . for the smooth 
efficiency it creates. You’ll use the 
Every Day File for sorting corre- 
spondence, as a tickler file, a follow- 
up file and dozens of other time- 
Saving uses. 

With any product that meets a 


Service 


common need, there are many imi- 
tators. The original Globe-Wer- 
nicke Every Day File is no excep- 
tion. However, you’ll see the 
difference, feel the difference the 
moment. you note its sturdy con- 
struction—itscloth reinforcements, 
cloth index tabs and complete hand 
assembly. See the Every Day File 
at your Globe-Wernicke dealer, 
‘‘Headquarters for Modern Office 
Engineering’’—or write direct for 
full particulars. The Globe-Wernicke 
Co., Cincinnati, Ohio. 


BUY MORE WAR BONDS! 


GET 60 MINUTES TO THE HOUR— 
with Globe-Wernicke 


Other G/W Stationers’ Products 


Box Files U-Make-A Index 
Binding Cases Tabs 
Arch Files Globe Desk Trays 
Clip-Boards Accesso Desk Trays 
Waste Baskets Stationery Cabinets 
Storage Cases Card Index Trays 
Nearleather Card Cabinets 
Envelopes Agate Card Trays 
Nearleather File Card Index Cases 
Pockets Filing Shelf 


Nearleather Folders Correspondence 
Manila Envelopes Distributors 


Filing Equipment 
and Systems | 
Visible Record 
- Office Furnitu 


Bookcases 
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Ilustration shows COMMERCIAL CONTROLS Postal Scale 


Sig time for overburdened post offices and avoid con- 
fusion by giving your mailroom personnel these new 
Postal Rates, effective March 26. 


@ FIRST CLASS LOCAL MAIL—Old rate of 2c per ounce 
increased to 3c. 

@ AiR MAU—Old rate of 6c per ounce increased to 8c. 
(Rate to and from overseas members of the Armed 
Forces is unchanged. ) 

© PARCEL POST AND OTHER FOURTH CLASS MAIL—Old 
rates increased 3%, or lc, whichever is greater. 

@ MONEY ORDERS, C. 0. D., REGISTERED and INSURED 
MAIL—F ees increased. 


COMPLETE RATE CHART AVAILABLE 
A detailed schedule of new rates, suitable for your mail- 
room wall, is available without charge—phone our 
nearest office or write us direct. 

‘It is important that your mailroom gets this new in- 
formation—also that your postal and parcel post scales 
have corrected charts—for the mailroom is “‘the heart of 
every office” upon which all departments depend. 

Plan now for an up-to-date, postwar mailroom with 
modern, mail-handling equipment—a ComMERcIAL 
Conrrots specialist will help you. 


Attend the Annual Conference of the National Office 
Management Association, June 5, 6 and 7, New York, N. Y. 


co 


4 4 ROCHESTER 2,NEW YORK 
RANCHES AND AGENCIES IN PRINCIPAL CITIES - 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


File Room Layout Discussed 

Layout for file rooms was the subject of a paper pre. 
pared recently for the Filing Association of New York by 
A. F. Gagliotti of the United Nations Information Office, 

Mr. Gagliotti advocated that file room supervisors take 
an active interest in the planning of a new file room or the 
rearrangement of an old one. A file room supervisor who is 
able to read a technical layout can make more usefyj 
suggestions. 

The commonest mistake made in planning layouts, accord. 
ing to this paper, is to arrange the equipment according tp 
the layout previously in existence. The file department 
should be nearest the department it serves and the work 
within the file group should flow in a straight line. 

It is suggested that the filing supervisor insist upon proper 
lighting for her department. 


Supervisors Hold Business Fair 
The Spring Business Fair of the Transcription Super- 
visors Association of New York was held April 10th in the 
Hotel Sheraton, New York City. 
Demonstrations of the operation of many business machines 
were given and exhibits of leading brands of business acces- 
sories were shown. 


Noise Abatement Week Planned 

Plans for the observance of National Noise Abatement 
Week, April 30th to May 6th, are being released this week 
to local Noise Abatement Committees affiliated with the 
National Noise Abatement Council, 9 Rockefeller Plaza, New 
York 20. It is expected that at least fifty cities will partici- 
pate in the 1944 campaign. 

Major promotional item for the 1944 campaign will be a 
new noise abatement poster by the American poster artist, 
Charles Haist. In full color, it pictures Uncle Sam with 
finger to his lips warning to “Stop Needless Noise.” It 
features the slogan of this year’s campaign, “Noise is our 
enemy too!” Quantities are available on request. 


NOMA Plans June Conference 

Plans are progressing for the New York Conference 
of the National Office Management Association, which will be 
held June 4th to 7th in the Hotel New Yorker, New York 
City. Program discussions will center around office personnel 
problems, including compensation training and kindred 
subjects. 

Several important speakers from business and from gov- 
ernment organizations have promised to appear on the pro- 
gram. Announcement of the names will be made at a later 
date. An extensive survey was made of the subjects which 
members wished discussed before the program was completed. 


New Type of Visible Record Discussed 

Visible Index Corp. reports that much interest has 
been aroused by an article “Record Keeping of Today and 
Tomorrow,” published in the company’s VISIrecord News, 
Vol. 2, No. 3, February issue. In this article a new type of 
visible record is discussed which permits an unlimited appli- 


. cation of charts and graphs to wide visible margins of record 


cards, making possible the pictorial presentation of detailed 
business facts. A copy of VISIrecord News, Vol. 2, No. 3 
will be sent by the company on request. 

Visible Index Corp. is preparing and will also send free 
on request an elaborate eight-page Methods Bulletin, called 
ViSIrecord Methods Reporter, in two colors, showing a 
application of graphs and charts to visible records. The 
company’s product VISIrecord has practically unlimited visi- 
ble margins up to 36 square inches and more, which enables 
users to apply all the known principles of charting and graph- 
ing to the visible margins of record cards, allowing a perfect 
evaluation of detailed business facts to be obtained. 
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TOPS IN CONVENIENCE AND DURABILITY! 


These tough, long-lasting Nubian Fibre or Pressboard Folders 
with Steel Tabs are just what you have been looking for. 
They are ideal for special Government job files which re- 
qire constant handling. Nubian Fibre is practically inde- 
structible. They are punched for standard fasteners. Your 
Wabash dealer has them. 


Matar Hannes 


BEGINS WITH RECORDS 


Your Postwar opportunity may be 
limited by the efficiency of your filing system. How 
about your records? Are they in shape so that if 
the war picture changed tomorrow or next month 
you would have available lists of pre-war cus- 
tomers, and all the facts and figures you will need 
on pre-war operations? It is important to get 
those records in shape now to provide for the ex- 
pansion which will be inevitable when the dam- 
med-up national buying power is again released. 
Postwar planning must begin with records, and 
tis is the ideal time to have your Wabash dealer 
install Natural System or Alphamerical to make 
filing and finding instantaneous. Ask about them. 


* | 


BANKS : 

OFFICES 

HOTELS 
PUBLIC UTILITIES 


INDUSTRIAL 
USERS 


THESE PENS WILL 
SAVE MONEY FOR YOU 


OVAL POINTS 


FOR PUBLIC WRITING USE 


Esterbrook’s Oval Point steel pens are made 
to serve better where pens take a beating. Here 
are the reasons why: 


1. More economical—last longer ...low 
first cost ...low replacement. 

2. Smooth writing—Oval Point Design 
does it. 

3. Users like them—Oval Point fits 
almost any style of writing and 
many writing jobs. 


PRECISION MADE 


Precision and craftsmanship have made 
the name Esterbrook the “write” word 
wherever writing has a job to do. 
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SAVE 


by buying quality 


CARBON PAPER - RIBBONS 


ROLL PAPER 
through | 


Burroughs Discount 


Purchase Plans 


DISCOUNTS 


10% to 40% 


An order for as little as $10 worth cf ribbons and 
carbon paper receives a 10% discount. Discount 
rates increase—up to 40% —according to the size of 
your orders, with purchases of carbon paper helping 
you earn larger discounts on ribbons, and vice 
versa. As an extra convenience, Burroughs makes 
deliveries as needed, to assure you fresh supplies 
and no storage problems. 


Plain or carbonized roll paper and other quality 
supplies for practically every type and make of 
business machine also at substantial savings. For 
full details, call your local Burroughs office or write— 


BURROUGHS ADDING MACHINE COMPANY 
DETROIT 32, MICHIGAN 


Burroughs 


USE 


TUBULAR EDGE 


INSERTABLE 
INDEXES 
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for your Post War Planning | 
Data and Sales Presentations 


Everywhere manufacturers are mak- 
ing plans for their post-war products, 
studying markets, amassing sales and 
engineering data to be prepared for 
V-Day. 


All this data must be segregated— 
sales presentations, sales training 
manuals are in preparation and AICO 
Indexes can help keep this material 
in order, readily accessible at all 
times. 


AICO GRIP is the original Tubular 
Edge Insertable Index Tabbing, made 
so that titles are easily changed as 
your post-war plans begin to "jell." 


And when you're ready to produce 
your post-war sales presentations, 
catalogs, sales training manuals, 
AICO Indexes can give their con- 
tents that ‘“finger-tip accessibility" 
that is so essential in our fast moving 
business world. 


Your stationer can give you com- 
plete information on standard or 
special AICO Indexes. 


When writing advertisers please mention Orrice Equipment Dicest 


Viner Company 
Cgmer S. JEFFERSON ST., CHICAGO, Company 


WORLD'S LEADING MANUFACTURERS OF INDEXES AND INDEX TABBING 


Here's why 

AICO-GRIP 

INSERTABLE 
INDEXES 


are superior 


. Parallel sides hold in- 


serted title firmly. 


. Molded Tubular edge 


adds strength, 
nates warping. 


. Molded Tubular edge 


will not cra 


. Titles are easily in- 


serted and changed. 


. Skirt is best quality 


linen. Will not fray. 


. Adhesive is odorless 


and once a is 
there to stay. 


AICO-GRIP TABBING 
LOOSE LEAF INDEXES 
DESK PADS and 


ACCESSORIES 
SHOP TICKET HOLDERS 
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STRONG 
SMOOTH 
LEADS 


WRITING 
DENSITY 


PERFECT 
GRADING 


EXCELLENT 
APPEARANCE 


These qualities are 
responsible for the 
amazingly increased 
demand for Gen- 
eral Pencils. Take ad- 
vantage of these fine 
qualities. Use Gen- 
eral Pencils. 


Kimberly refill draw- 
ing leads for Drafts- 
men's and Artists’ 
lead holders in 14 
degrees (5B to 7H). 
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New PLASTIC. 
CARD HOLDERS 


_ for labeling shelves, 
bins, drawers, 


If you’ve been looking for the 
most satisfactory way to label 
bins, drawers, tool cribs, and 
shelves here’s your answer. 


The plastic way is the modern 
way. Easily affixed to wocden 
surfaces with tacks or applied to 
metal with glue, these holders will 
last indefinitely—practically soil- 
proof—always neat and attractive. 


Supplied in three widths and © 
four standard lengths (2”, 3”, : 
4”, 5”). Extra length holders 
available on special order. 


Jobber Inquiries Invited 


5g WIDE 
Shown with com- 
assembly : 
holder, card, and 
transparent 


covering 


IMMEDIATE 
DELIVERIES 


MAIL THIS 
COUPON 


PLASTIC DIVISION 


HOLLYWOOD ATHLETIC CO., 211 EAST SEVENTH STREET 


LOS ANGELES 


PLEASE SEND ME INFORMATION ON 
YOUR NEW PLASTIC CARD HOLDERS. 


COMPANY 
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S17 S. JEFFERSON STREET 


are combined in 
Three real pore ab Index to offer 
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Tabs. 


BARKLEY & CO. 


BLISHED 1021 - Ha 
¢Manufacturers of Filing Suppl 
CHICAGO, ILL 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


Lungren Takes Webster Post 


John G. Lungren, formerly of the eastern sales division, 
has been named manager of the San Francisco branch of 
the F. S. Webster Co., Cambridge, Mass. 

Mr. Lungren has had sixteen years of sales experience with 
the company, which he joined following his graduation from 
Penn State College in 1927. 


Left: 
WALTER P. FUNCK 


Right: 
JOHN G. LUNGREN 


The post of San Francisco manager was held by Walter 
P. Funck, who established the San Francisco branch after 
World War I. Mr. Funck resigned January 15th. 

At the time of his retirement, the directors of the company 
in a special meeting ordered a suitable tribute prepared, put 
in the records, and delivered in suitable form to the retiring 
veteran. Mr. Funck plans to rest at his farm in Areata, Calif., 
prior to taking up his new life of leisure, earned in his half- 
century of service in the Webster interests since he joined 
the company in 1894. All Websterites, all the wide circle of 
friends he has made in the industry in his noteworthy career, 
wish him well. 


Stapler Refills Ready for Shipment 

The Bates Manufacturing Co., 30 Vesey St, New 
York, has announced that the Bates stapler refill supply 
is growing. 

The company now is in a position to make prompt ship- 
ment of orders and is ready to furnish refills to customers 
who cannot furnish a preference rating or who have de- 
stroyed old spools. 

Ratings should be secured wherever possible, however, 
since such orders take first preference. Orders with empty 
refills come next in preference. 


New Glue Introduced 


A cold, flexible padding glue has been announced 
by So-Lo Works, Inc., Loveland, Ohio. This is for the use 
of producers of printing and paper products, including pub- 
lishers, bindery shops, stationers and manufacturers. 

The new product, sold under the name of So-Lo padding 
glue, works like latex rubber padding glue, but contains no 
rubber—hence no priority is required. So-Lo padding glue 
is available in quarts and gallons. 

According to the manufacturer, in using So-Lo padding 
glue, no heat or solvent is required. 


Addington Is Manager of Wabash 

Announcement has been made of the appointment of 
L. R. Addington as vice-president and manager of Wabash 
Filing Supplies, Inc., Wabash, Ind., new subsidiary of the 
Art Metal Construction Co., Jamestown, N. Y. 

Mr. Addington has sold systems, filing supplies and equip- 
ment for the past seventeen years. He is a past vice-presi- 
dent of the Detroit chapter of the National Office Manage- 
ment Association and was chairman of the methods com- 
mittee of that chapter. He will have complete charge of 
the operation of Wabash Filing Supplies, Inc. 

Edward L. Little will continue as sales manager of the 
company and J. F. Robinson will continue as superintendent 
and production manager. 
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Take good care of your mechanical 
pencils as the war has produced a 
shortage. Refill them with Scripto 

i . identified by 


Quality Leads 
the red circle on the pack. 


ORDER FROM YOUR OFFICE SUPPLY DEALERS 


CHOICE OF 17 POPULAR COLORS 


Red, Dark Red, Blue, 
Light Blue, Special 
Blue, Green, Yellow, 


BUY 
WAR 
BONDS 


Orange, Brown, Purple, 
White, Silver, Helio- 
trope, Indelible Hard, 


MR. OFFICE MANAGER 


SELECT Scrqplo LEADS 


THAT SERVE THE REQUIREMENTS 
OF YOUR PERSONNEL 


For all who write, figure, or draw, there is a 
Scripto lead scientifically designed for their 
particular type of work. Study the chart 
shown here and buy leads according to usage. 
Just any lead will not do if you want top writ- 
ing efficiency. Scripto refill leads fit all pen- 
cils made for standard diameter leads. 


and Indelible Medium, 
Blue Copying and Pur- 
ple Copying. 


2B-B-HB 
STENOGRAPHERS 
SECRETARIES 
GENERAL USE 
V-MAIL 


HB tc 2H 


AUDITORS 
ACCOUNTANTS 
BOOKKEEPERS 

CARBON COPIES 
ORDER CLERKS 
SALESMEN 


HB to 6H 
ARCHITECTS 
DRAFTSMEN 


H to 6H 


PHOTOGRAPHIC 
RETOUCHING 


2B to 6H 


ARTISTS 


ACCOUNTANTS 
MAPS 
BLUEPRINTS 
METAL MARKING 


COPYING LEADS 
FOR DUPLICATING 
MACHINES 


SCRIPTO MFG. CO., ATLANTA, GA. 


PRONG 
| BINDERS 


Good RECORD KEEPING equipment 
... makes for better efficiency 


IKE good office machinery — smoothly 

operating and perfectly aligned type- 
writers and perfectly functioning calculat- 
ing machines—good RECORD KEEPING 
EQUIPMENT makes for better efficiency 
... for better and: faster ways of doing 
things . . . saves time for executives and 
assistants alike. j 


A Dependable Source of Supply 


is equally important. For in this busy world 
of ours, with added war-time difficulties, 
you ofttimes must get WHAT you want 
WHEN you want it. 


SHEPPARD prides itself on the high 
quality of its Loose Leaf Equipment—a 
factor which takes on added importance by 
reason of the fact that the stability of this 
44-year-old organization is your guarantee 
of a dependable source of supply. 


Wide Range of the CESCO Line 


We carry binders in a wide range of 
styles, sizes, bindings and capacities. So no 
matter what your problem, if you want the 
right equipment and want it in a hurry, 
you are almost sure to be able to get it 
from SHEPPARD. 


44-09 TWENTY-FIRST STREET 


i 
Write for literat 


THE C. E. SHEPPARD COMPANY 


Cosco 
VISIBLE RECORD BOOKS 


Here is a truly SIMPLE, PRACTICAL 
and ECONOMICAL way of keeping 
your records. Shingle-style filing pro- 
vides complete visibility. Information 
located instantly. A single book holds 
from 500 to 1000 records. Ideal for EM- 
PLOYEE WAR BOND DEDUCTION 
RECORDS, PURCHASING DEPART- 
MENT RECORDS, SOCIAL SECUR- 
ITY AND PAY ROLL, COST AND 
PRODUCTION, SALES AND AD- 
VERTISING. 


Consider Also 
POST BINDERS WITH METAL HINGES 
METAL BACK PRONG BINDERS 
COMPRESSION BACK LEDGERS 
RING BOOKS WITH BOOSTERS 
CATALOG BINDERS 


May we also suggest CESCO BUSI- 
NESS FORMS which are saving (on 
printing costs) large sums of money 
for countless firms. We have in stock 
hundreds of different designs. 


ure today 


LONG ISLAND CITY, N. Y. 


When writing advertisers please mention Orrice Equirment Dicest 
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VICTORY MODEL 
COP YHOLDER 


The RITE-LINE Copyholder is now available in non- 
critical materials and can be sold without priority. It 
is a small self-contained unit that can be placed any- 
where independent of the typewriter. It guides the 
eye of the typist along the line she is copying. Prevents 
errors. Speeds production. Price U. S. A. $10.85. 


Send for folder. 


. RITE-LINE SALES CO., INC. 
; 101 Park Ave., New York 17, N. Y. 


RITE-LINE 


COPYHOLDER 


SAVE STENCIL COSTS! SAVE TYPING TIME! 
WARTIME ' 
ao Te Ssnatt- 
STENCIL 
USER ‘ 


_— 


TWO SIZES 
—for 50 and 


FILE STENCILS 
ae 


Technygraph Cm 


TECHNY, ILLINOIS 


CLEARTONE CYLINDERS 


Our economical, lined, smooth textured prod- 
uct of long years of experiment and research, 
is the ideal cylinder for dictating perfection. 
Complete satisfaction guaranteed with every 
order. 


_ 
all models, to choose from. Obtain modern 


efficiency and voice clarity through the pur- 
chase of our guaranteed rebuilts. 


CAN BE PURCHASED WITHOUT 
PRIORITY OR RATION CERTIFICATES 


Bebuilt 


DICTAPHONES 
EDIPHONES 


SINCE 1923 
QUALITY REBUILTS 


stock of approximately |,000 machines, of 


AMERICAN DICTATING MACHINE, Co., Inc. 


235 FIFTH AVE., NEW YORK, N. Y. 


OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office,. Managers 
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STORAGE 
FILING... 


ECONOMY 
BINDING 


Uniimit = 
CQapacr 


Acco 


TWO-PIECE 


Covers 


Low price plus maximum usability make 
ACCO Two-Piece Covers doubly popular. 


They are standard for transfer filing—and 
thousands of firms use them for binding ac- 
tive papers because of their almost unlimited 
capacity. 


Acco Covers with Acco Fasteners have the 
same advantages of expensive ring and post 
binders——easy interchangeability, positive 
binding, large expansion—without the cost. 
You can buy them in quantity for countless 
uses. 


Acco Two-Piece Covers are just one of the 
Acco Quality Products that have helped to 
make business more efficient. Are you stand- 
ardizing on Acco? 


a2 < € @ 


PRODUCTS, INC. 


39th AVENUE and 24th STREET 
| LONG ISLAND CITY, N. Y. 


April, 1944 When writing advertisers please mention Orrice Equirment Dicest 


02 


1M THE IDOL 
OF MY OFFICE” 


‘Suitched. prscibe 
month 240, ougat 


aba 


DIXON ‘TICONDEROGA 1386 N 


pryon Ti 
for mry Company . 
aE Cth pir, +f Wut 
32 Ah fptunty - dir 
fh Gtul Complainks ! 


 Tatirndinrcyas L024- 
Joins, gliding, aclion 
Ate Gut mo Wofe_ 
Gh, wre, VL 

' AUTUR , My Grultful 
Ofek Force papa dm 
a wmdtn , J aay- 
Tatyndhivga 42 Of 

Ah-h-h / 


“ The Gre. 
Plastic Feo” 


the Tw, le bs 
§ t ripes Kelly, 7) 


os ok 


Demand...the fine American Pencil 
with the fine American name... 


TICONDEROGA 


Joseph Dixon Crucible Co., Dept. 6-32, Jersey City >. N. J. 
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Globe-Wernicke Launches Campaign 

A new word, Find-I-Tis, has been coined by the Globe 
Wernicke Co., Cincinnati, Ohio. The word means “inability 
to find what you file” and it will be publicized in a series 
of advertisements in national magazines. 

The company plans to make an effort to eneadieas the 
word into the American language. The first copy on this 
theme appeared in Newsweek. Globe-Wernicke recommends 
in the advertisement that the remedy for Find-I-Tis is 
installation of the Globe-Wernicke Safeguard system and 
wood files. 


Asco Steelmaster Is New Product Name 

Art Steel Co., Inc., 300 East 145th St., New York City, 
has announced that hereafter all of its steel products known 
under the name Asco will be called Asco Steelmaster. All 
units packed in containers bear the new Asco Steelmaster 
label. 


“M & V Analyst" Makes Its Bow 
Mittag & Volger, Inc., Park Ridge, N. J., manufacturers 
of carbon papers and inked ribbons, have issued the first 
number of a new house organ designed to carry to its dealers 
interesting developments in the fields of ribbons and carbons 
in general and of the Mittag & Volger products in particular. 
The first issue is a four-page number, abundantly illustrated 
with halftones and line cuts, and featuring in news items and 
articles many hints as to how ribbons and carbons can be 
most effectively sold and the varied problems of customers 
met. 
A great deal of practical information is presented concisely 
and interestingly, so that it can be absorbed in the minimum 
of reading time. Make-up is bright and sparkling and there 


is even a comic strip to round out this latest addition to the 
dealer organs of the stationery and office equipment business, 


Two J. L. May Co. Executives 
Admitted to Partnership 


The J. L. May Co., 111 West 19th St., New York 11, 
manufacturers of the widely-known MACO line of tags, 
labels, and tickets, has announced that two top executives of 
the May organization have been taken into partnership, 

They are B. J. Matzner and I. B. Gluck, and the action 


LEFT: 
1. B. GLUCK 


RIGHT: 
B. J. MATZNER 


taken is in token of their signal service in the upbuilding 
of the May organization during the past two decades. 

Mr. Matzner, who is in charge of purchasing and cost find- 
ing for the company, and Mr. Gluck, who is plant superin- 
tendent, have been associated with the development of the 
MACO line for more than twenty years. 

As partners in the company they will continue to cooperate 
in meeting current heavy demand for MACO products and 
in planning for the expansion of the organization and its 
line in the post war years. 
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Made to last a lifetime. 


SS ; 


THE BRUSH THAT WRITES LIKE A PEN 
: THE INK DRIES AS YOU WRITE 


This “Cado” Fountnbrush is a "MUST", in offices, in- me 
dustry and anywhere that clear legible letters and 
markings are needed. Easy to handle, it can be used 
effectively for the making of posters, showcards, 
price tickets, advertising sketches and layouts. It is 
indispensable for rapid addressing of packages 

wood or paper. “Cado” Fountnbrush Ink, the “Ink of 
1,000 uses,” writes on any surface. It dries as you 


three lines made 
rith the same nib 


CUSHMAN & DENISON Riwirakty nine Co. 


133-5-7 WEST 23rd STREET 
58 OFFICE EQUIPMENT DIGEST—For Purchasing Agents, Controllers, Office Managers 


NEW YORK, N. Y. 


April, 1944 


we 


mg 7 IN 
’ ~* = 
4 . PRICE 
= > i S x. : 
ae Oe eS a 
a ie: * GREEN mae - 3 a ae 
z ecg a = 
: . pus.ow i, a a | 
"3 tae wHITe y . = 7 : : ‘ 
: oll E i 
. Wee ae: 3 ¥ 
: zie OC 
ve | write on all porous surfaces. It requires 50 seconds eryeygit rLON | 
Me a to 12 minutes to dry on ALL non-porous surfaces. : SM . | 
> re Made to last a lifetime. This Fountnbrush is the — -. fo 
- Py . 2 
ie.) ne a a ll Ee re 
i | ed ee a ae FS — 


WORKING OVERTIME? 


WRITE 


CARBON 

PAPERS 

TYPEWRITER 
RIBBONS 


WRITE Helps to End That Problem! 
SAVE TIME—finish your work at the closing hour instead of 
having to stay late, day after day, while your office force gets out 
those dozens of EXTRA COPIES which are required for this 
and that. Provide them wich 

WRITE generously-inked 
Carbon Paper and Typewriter Ribbons 
MORE clear, clean copies with each original. You cut down 
your costs of supplies and labor. 
Guaranteed for uniformity, quality, and longer wear. 
Inquire of your dealer, or send today for free samples 
and attractive prices. 


Quick deliveries! 


420 Lexington Avenue, New York 17, N. Y. 
Factory: Bridgeport, Conn. 


WRITE 


St all ADDS UP +o QUALITY! 
Haatint on “HYGRADE? 


Trade Mark Reg. U. S. Pat. Off. 


ADDING MACHINE 
and Teletype ROLLS 


FEATURES ee 


@ FINEST QUALITY 
Watermarked Paper 


@ WOUND HARD AND TRUE 
@ BRUSHED FREE OF LINT 
@ RED SIGNAL MARKED 


Please mention your stationer's name, 
a sample roll will be sent te you. 


L. HYMAN & SONS, Manufacturers 
102 Prince Street, New York 12, N. Y. 
45th Year of DEPENDABLE SERVICE 


INCORPORATED 
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WRITTEN 


FELDCO LOOSE LEAF CORP. 


116 W. ILLINOIS ST. CHICAGO 10, ILL. 
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For in the long run, voun bh 
KOH-I-NOOR Drawing 
PENCILS most economical. 


aphed con- 
(ctnet saces to each 
package. — 


The RIGHT seri for the RIGHT sae i 


KOH-I-NOOR PENCIL COMPANY. INC., BLOOMSBURY, NEW JERSEY 
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EVERYONE NEEDS IT! 
EVERYONE WANTS IT! 


Correspondence, tax and 
budget record, phone num- 
bers etc. in one compact file. 


“" $1.95 


An AMFILE VOLUNTEER SECRETARY for house- 
wives, business men, students, teachers, shopkeepers. 
Holds all the correspondence, data, miscellany everyone 
needs to save. Its self-selling features: 

@ Alphabetical and monthly @ Extra blank and printed 


folders, busi letter- labels. 
ll iciaad sag @ Durable, attractive file in 


blue, French gray, brown, 
@ Extra blank folders ivory, green. 


UNIQUE—Each folder a record system. Forms for addresses, 
telephone numbers, budget, tax, expense records, miscellan- 
eous information. 


It’s a complete filing system, suited to individual needs! 


PROMPT SHIPMENT. Order today. Write for descrip- 
tive circular. . 


Amberg File & Index Co. 


1602 Duane Blvd. 
Kankakee, Illinois 


Popular 
Novelty 
A 


SERVICE 
FLAG 


SHINES 


at night 


Biggest new seller of the year. Star shines at night 
with beautiful luminescent light. Made of finest flag 
taffeta, with fringe, cord, and glowing star—in variety 
of sizes. These flags will real- 
ly SELL. Send for illustrated 
price list today. 


ROLL OF HONOR | 


Permanent Service Plaques 
for offices, factories, churches, 
etc. Solid walnut with indivi- 
dual gold - bordered name 
plates. Most beautiful plaque 
on the market. Write today 
for prices. 


Also U. S., Christian, Papal, 
and Allied Flags 


REGALIA MFG. CO., 


NEW! 


Dept. T, Rock Island, Ill. 


T 


IMMEDIATE SHIPMENTS 


Ruled Statements and Bills 
Note Book Fillers 
White Bond Pads 
Clasp Envelopes 
Composition Books 
Onion Skin 
File Folders 
Bonds and Manifolds 
Adding Machine Rolls 
‘ Tndex Card—White 
Gummed Kraft Tape 
Paper Twine 


HANO PAPER CO. 


1 Lexington Ave., New York 17, N. Y. 
Mail Your Orders and Inquiries Now 
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GET DOWN TO BUSINESS 


NU-VISE SIGNALS 


Business for all of us right 
now means war business .. . what 


else matters if we fail in that? 


GRAFFCO products, small as they are, play a 
prominent part in speeding the flow of men and 
supplies from home front to fighting line. 


To our customers, most of whom are engaged 
in this vital work of distribution, we pledge a 
continuation of our efforts to make and deliver 
the best of which we are capable. 


GEORGE B. GRAFF COMPANY 


68A Washburn Avenue, Cambridge 40, Mass. 


Makers of 
Cellugraf Signals Nu-Vise Signals 
Nu-Viz Signals Maptacks 
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to YOUR 
RUBBER BAND 
PROBLEM 


Keep cancelled checks, deeds, mortgages, 
insurance policies, vouchers and documents 
neatly tied together. 


PULL either end to tighten. 
PULL shorter end to loosen. 


PULL FASTENERS do not dry out, crack or break while 
in use .. . eliminate the danger of documents becoming 
lost or separated ... used by Banks, Utilities, State, 
City, County Offices, Insurance Companies, Libraries, 
Railroads, Business Offices and Manufacturing Firms. 


See your stationer or write 


SCHLEGEL MANUFACTURING COMPANY 


277 North Goodman Street Rochester, N. Y. 


job * ie 
Our wart jrafting device bring 
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Good fountain pens demand | 
and deserve good treatment,— | 
can give good service only when 
they get it. 


The Inkograph is a sure-shot, 
all-purpose pen when it is filled 
properly. 


An Inkograph Instruction Sheet 
from your dealer (or send us a 3c 
self-addressed envelope for one) 
will show you how to fill your | 
Inkograph correctly and insure 
performance equal to that of any | 
high-priced fountain pen. 


If your dealer happens to be out 
of Inkographs today, keep trying. 


INKOGRAPH CoO., INC. 
200 Hudson St., N. Y. C. 13 


MACO 


INDESTRUCTO 


TAGS 


Strength & Durability 


are essential 
~ WRITE FOR SAMPLES & PRICES. 


che JLMAY COMPANY — 


HO W. 19th ST. NEW YORK Il, N. Y. 
PRIORITY REQUIRED 


When writing advertisers please mention Orrice Equipment Dicest 6l 


siti A 
Salt 


age 


Z> 2 | ee —————— - a x “ ie 
TEE wwe | —_—_———— 
y ihe > | INKo | & 
| 3 GRAPH i ; 
} BULLETIN | 
iid <=» y BULLETIN 73 | 
“ “a av \\\\s — ———————SSSSSS= a & ; 
4 2A REE on aOR ENE DEES SS GO MEET a 
) PLR 3 3 iy Py 
SS \| 4 
SS => Ie ee 
) ”» == | : 1 oe 
a | | ——— : a 
: 4 
MM MI ae, 
| A : ye 
} re 7 = 
\ \e ae, 
| | 3 
j a4 oie 
i® I 
x BY 
i ‘ 
ee a i" 
Se ti 
a ———— | 
* ses 
te 40 manufacture nian —— % og a 
, How’ --* A 
th Know : ~~ ; 
Made ec “Lined T-Squares 
“ae plastic Triangle* . )) 
Fine instrument-Groe pesigner-Draftsmer ' 
co | In the ace la Uetoy| I 
nspa . e-Arm 3 
mugectos— + il Pointers— We 
wa Any 308 ee | 
4 Tracing papers for “ * 
A Variety ° =. speed Prodection | 
ides to HelP ‘1 : 
arn ate extensively used by... | 
steel of Fie ad Ink, * ARMY NAVY SHIPY ‘ 
coretion uid, Same * AIRCRAFT & MUNITION PLANTS a 
in-out, TYRAC AEChine Ot ane AND OTHER WAR INDUSTRIES a 
, where 
;i Buy Wat “ 
the Attac#: : 
Back wt * | 
CARDINEL dues | 
MONTCLAIR, N. J. “ \PME NT oe 
' | TT ew 5 : 
oe eee — a.) lee saa 2: ae ae 
 f- 0 0 Ce ee, OO el 


To make a good impression, you 
must start with a good product: 


Dri Kwik Stamp Pads 

Dri Kwik Inks 

All Weather Stamp Pads 
All Weather Inks 

Fulton Business Outfits 
Fulton Service Daters 


Tullon SPECIALTY CO. 
200 Fifth Avenue New York 10, N. Y. 


Factory at Elizabeth |, New Jersey 
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lh f Fade an: fantly Wi. th 
»_ 600 SOFEEL FILE SIGHALS 


“Ammunition” is anything that hastens Victory. Time 
saved in clerical work is high-power ammunition. Impor- 
tant time savings can be made by using Cook’s Steel 
File Signals on cards and ledger sheets to segregate 
groups of facts for quick reference. In 12 non-chip colors 
for all filing systems. Card of samples on request. 


The H. C. Cook Co., 18 Beaver St., Ansonia, Conn. 


"6.6 


(satin: suRFAce 


WRITE OR TYPE SUBJECT ON INSERT- 
CUT TO SIZE -MOISTEN ano APDLY - 


> CEL: U: = 
Cf Sweet 


PAT. PENDING 


—) M 
Sa EN Lys aa eee 
LOOK for the CREEN LINE | 


+ TRANSPARENT + FLEXIBLE 
+ REINFORCED EYELETS 
* WATER PROOF 


CEL-U-DEX CORP. 


1 MAIN ST., BROOKLYN 1, 


N. Y. 
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STAND 


Made of SELECTED HARDWOOD 
PLYWOOD TOP and LEAVES 
@ FINISHED IN OLIVE GREEN 


Two casters create portability and two solid legs prevent 
creeping. Four casters can be had—Add $1.00 to list price. 


Top Size 14" x 17/2" © Each Leaf 10" x 14" 
i Height 26" 


METALSTAND COMPANY 


1615 MELON ST. * — PHILADELPHIA 30, PA. 
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ABSOLUTELY . 
ACCURATE 4 . 
e ADDING MACHINE 
Vest-Pocket 
Size 


ADDING 
MACHINE 


EACH COMPLETE IN 
LEATHERETTE 
CASE 


HANDLES TOTALS UP TO $9,999,999.99. 


This extraordinary MIDGET Adding Machine weighs only 5 ounces, yet 
is of sturdy construction, with metal front and back, good for years of 
service; so compact it can be carried easily in Vest Pocket or Purse. 
Useful in office, school, shop or home—by business men, accountants, 
students, everyone. Works with a touch of the finger. 


RETAILS AT $2.50 


LEE’S SPECIALTY CO., Dept. GT, 1616 No. Ogden, Chicago 14, Ill. 


They'll Give You Years of Service 


CHARVOS 


Fine Drawing Instruments 
at Reasonable Prices 


When you need fine drawing instruments, ask your dealer 
for CHARVOS, a name familiar to hundreds of the most 
competent artists and draftsmen in the country. Despite 
present conditions you will find an excellent selection at 
surprisingly low prices. 


Set $814 (illustrated above)—Contains a new style 6” Com 3 
6” Divider; Bow Divider; Bow Pencil; Bow Pen; Ruling Pen; 
Driver, Needles, Leads and Parts. Velvet-lined 2-flap pockertype 
case 


Set 2612—Contains 6” Compass; 5/2” Ruling Pen; 3%4” Bow 
Pencil; 334” Bow Pen; Screw Driver with Needles and Leads; 
Velvet-lined 2-flap pocket-type case $10.80 


Set $614N—Contains 6” Compass; 5/2” Ruling Pen; 6” Divider 
with Straightening Device; 33,” Bow Divider; 334” Bow Pencil; 
334” Bow Pen; Screw Driver with Needle and Leads; Velvet-lined 
2-flap pocket-type case _$15.00 


The Department Store of Art Materials 


A 
(ey, ARTHUR BROWN & BRO. 
a 67 West 44th St., New York 18, N. Y. 
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New 


"Wood’ Locker 
Unit 
Accommodates |2 in 5° 


The new hardboard and ply- 
wood Peterson Industrial Lock- 
ers come in both single and 
double (back to ane units 
that accommodate either 12 
or 24 persons in every five 
running feet. Double locker 
room capacity and save valu- 
able floor space for produc- 
tive use. Provide each em- 
loyee with a spaced coat 
anger, an individual venti- 
lated hat shelf and a 1/2 in. x 
12 in. lock box for lunch, 
micrometers, drawi instru- 
ments or personal effects. 


PETERSON Wardrobe Equip- 
ment is provided for factory, 
shop and office — comprises 
@ complete line of single and 
double faced locker units, 
wardrobe racks and non-tip- 
ping (6 or I2 place) costum- 
ers. Keeps wraps “in press," 
dry and sanitary — exposed 
air and light. No crumpled 
hats or gy lunches in 
stormy weather. Prompt de- 
livery. 


WRITE FOR CATALOG 


“The Checkroom People” 
1818 N. Wolcott Avenue 
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On display NOW... 


Boxed STATIONERY 
Note and standard sizes .. . ALL COLORS 


We are also able to make prompt deliveries on 
e GIFT WRAPPINGS 

Buy © MOTHER'S DAY CARDS 
War Bonds e STATIONERS ITEMS 


NATIONAL MERCHANDISING COMPANY 
Distributors of Greeting Cards and Social Stationery 
26 LINCOLN ST., BOSTON 11, MASS. 


RUBBER 
STAMPS 


Save Time 


IF YOU SAVE TIME 
YOU LENGTHEN LIFE 


WRITE FOR 
PRICES. 


SEND US YOUR 
ORDERS. 


SAMUEL F. CURRY, 


INC. 
231 Chestnut St., Phila., Pa. 
Market 0990-0991. In a Hurry—Call Curry—Main 6306 


thw kK KKK 


HONOR ROLL 
x PLAQUES x 


Dignified Tributes to Your Men 
in the Services 
These Victory Cast Honor Rolls 
with raised letters present impres- 
sively the names of those you 
would honor. Cast in a material 
that is a non-critical substitute for 
Bronze, they both look and feel 
like Bronze. 
Send for illustrated literature. 


“UNITED STATES BRONZE SIGN CO. INC. 


“BRONZE TABLET HEADQUARTERS” 


saiitsanauatlah: 


570 BROADWAY, NEW YORK 12.N._ Y. 


EXPENSE BOOKS 


Everyone needs them now—more 
than ever before—for income and 
payroll tax deductions. 


BEACH'S 


“Common Sense” 
Expense Books are recom- 
mended by income tax men 
and endorsed by the countless 


army of salesmen and travelers 
who have used them for more than half a century. 


Beach Publishing Co., Detroit 2, Mich. 


RITE-RITE MFG. CO. + DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 
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COMPLETE 
~~ DEALER LINE x 


FILING SUPPLIES Filing 


Printed and Ruled 
Stock Forms 


Guides and Indexes 


SPECIAL FORMS FOR YOUR SPECIAL NEEDS 
THE DACO CARD & INDEX CO. 


9 Federal Court Boston, Mass. 


MOORE pusn-pins 


* THE PIN WITH THE HANDLE 


PUSH-LESS HANGERS 


* THE HANGER WITH THE TWIST 


Well-known since 1900 for every 
pin-up or hang-up need. Two top 
quality products that bring satisfied 
customers. 


MOORE PUSH-PIN COMPANY :- Since 1900 
113-25 Berkley Street, Phila. 44, Pa 


WRITING TABLETS 
GUMMED CLOTH ITEMS 
PLAIN & RULED SCRATCH PADS 
LEGAL RULED PADS 
INDEX CARDS @ INDEX TABS 


7” LECT PAPER AND TABLET CORP. 


Manufacturing Stationers 


oes. 601 DEAN ST. BROOKLYN 17, N. ¥. 
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Eighty-fifth birthday of Eberhard Faber, head of the H U N U K 


Eberhard Faber Pencil Co., Brooklyn, N. Y., took place 
on March 14th. This year marks the sixty-fifth anniversary R 0 L L § 
of Mr. Faber’s leadership of his company. 
. FITTING TRIBUTE 
= 


- THOSE IN SERVICE | 


Seaviitel plaques, many 
seine designs, in sizes for any 
Eberhard Faber Pencil Co. number of name plates. 


Send for prices and liter- 


‘ature. 


INTERNATIONAL BRONZE TABLET CO. 
36 East 22nd Street - _New vaste 10, _ v. 


Mr. Faber oommed command of the business at the age i alee eS 
of 20, and has been active in its development through 
the years. 

Recently Mr. Faber attended the forty-sixth annual dinner 
of the Veteran’s Association of the New York Athletic Club, UNIVERSAL PAD & TABLET CORP. 


which brings together members who have been with the SPECIALIZING IN SCRATCH PADS 


club twenty-five years or more. 


(aealine 


3x5 4x6 5x8 
8!/xl1 — RULED & PLAIN 


Marchant Wins Third "E" 


For consistent and continued performance in meeting 
all war production schedules on time, Marchant Calculating QUADRILL RULED 


Machine Co., Oakland, Calif., has won its third Army-Navy 
UNIVERSAL PAD & TABLET CORP. 


“E” Award. 
Upon receiving the official award from Robert P. Patterson, 

Under-Secretary of War, Edgar B. Jessup, president of the 24-34 New Chambers Street 

company said: “It is a great honor for Marchant to be one New York 7, New York 

of the few selected companies in this area privileged to fly Worth 2-5567-8 

a production award pennant to which two stars have been 

added—an honor deeply appreciated by both employees 

and management.” 


7he CORNER on the | 


Eversharp Sponsors Show . . Mark et / 
Eversharp, Inc., 1800 Roscoe St., Chicago, is the spon- ° 
sor of the radio show, “Let Yourself Go” starring Milton 
Berle. This audience participation program is heard on 
the Blue Network on Thursday nights. The program deals 


— 


with suppressed desires and will award cash prizes to partici- . 
pants who “realize” them on the program. The Biow Co. P ves N 
is the agency. beautiful ‘ 

colors . 


Winthrop Lakey Carter 
president of the Nashua Gummed and Coated Paper MOU NTI ES,INC. — 


Co., Chestnut Hill, Mass., died February 22nd. Mr. Carter 

came to Nashua in 1907, was made treasurer of the company Boston, Mass. 7s, 

in 1914. In 1923, at the death of his father, he was made NEW YORK SALES OFFICE - 1170 BROADWAY 
president. 


No. 2600-5” 
No. 2606-5” 


EMlore | — to You!” 


with 


BERNARD 


Modernized 


‘aaee 


eeeees 


(didi 


edseeetiangee 


LOOSE LEAF OR 


OFFICE TICKET PUNCH 
NECESSITIES @@e pooven 


No. 2600 Dies No. 2606 Dies 
THE WM. SCHOLLHORN CO., Stationery Tool Div., New Haven, Conn. 


|! 
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We Can Still Ship CHAIRS 
But Better ORDER NOW! 


FOLDING TABLES 
TABLET ARMCHAIRS 
FOLDING CHAIRS 

FACTORY STOOLS 


Immediate 
Delivery 


State type and ap- 

proximate quan- 
fity in which you 
are interested. 
Available stock 
diminishing ra- 
pidly. 


ADIRONDACK CHAIR CO. 
1140 Broadway New York 1, N. Y. 


Tien Global War Atlas 


A Leader in the Low- shachatiaioste 
Map-Making Field. 


——e——__ 


12 x 15 inch De Luxe Maps in color cover 
the World. Comprehensive Index embraces 
over 300 countries, islands, and many |, 
a unknown places. Index gives |@ 
reference for quick location of all 
fle fronts. Printed on fine super. Easy- 
to-read type. 32 pages. Board covers. 
Order direct from ad or send for $ 00 
Bulletin G.A. 2. List price only 


The George F. Cram Company, Inc. 
Maps, Atlases, and Globes Since 1867 
730 East Washington St., indianapolis 7, Ind. 


ts—**Spot- 
seald” Adding Machine and Teletype Rolls— 
Scratch Pads—Clip Boards, etc., etc. 


ROCKWELL-BARNES COMPANY 


35 East Wacker Drive, Chicago 1, Illinois 


Gr 
PoC@xect 


Avrt Corners 
For keeping treasured Kodak prints safely 
mounted in albums — with negatives in- 
dexed in back. They’re excellent, too, for 
mounti. ; cards, clippings, cachets, covers, 
ote. . 
Order from your dealer or write 

ENGEL ART CORNERS MFG. COMPANY 
4709-19 N. Clark St. Chicago 40, Ill. 


LETIN AND DIRECTOR 
RP 


HOWOR ROLL 
PLAQUES 


MADE IN ALL SIZES 
FOR INDOOR AND OUT. 
DOOR DISPLAY 
NAMES MADE UP IN 
\CHANGEABLE 
LETTERS OR EMBOSSED 
STRIPS 


Send for illustrated circular 


ACME DIRECTORY BOARD CORPORATION 


37 East 12th St. 


New York, N. Y. | 


IMMEDIATE 
DELIVERY 


Priced Right 


Write for 
Prices & Samples 


LAYTON MFG. CO. 


4531 LOCUST ST. 
PHILA. 39, PA. 


Available for immediate delivery! 


KARDEX—ACME—Y & E—GLOBE 
WERNICKE—POST INDEX—RAND 
and other visible systems. 


Addressographs, Multigraphs, Mimeographs, Dictating 
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Busy with War work, we still 
supply parts and service, to 
speed your typing. 
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‘‘Main Office’ Efficiency for Your 
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Outfit 
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Printing on paper by means of engraved block letters was practiced by the Chinese as early 
as 50 B. C. Gutenberg in 1450, printed from type moulded from metal, for the first time, 
Yet, to get an idea in the morning and have it in the mails by evening, without type or 
presses, was the feat accomplished by modern science in the development of HEYER 


Quality HECTOGRAPHS. 


HEYER Quality STENCILS 


LETTERING GUIDES & STYLI 
Many Sizes and Styles 


For Lettergraph, Mimeograph, etc. 


Revolutionized earlier ways of transmitting message 


HEYER Quality HECTOGRAPHS are today serv- 
ing thousands of firms, producing 50 to 100 copies 
from one original . . . quickly and economically. 
And after many operations, the pan can be re- 
newed easily with HEYER Quality REFILL at a 
saving. 

HEYER Products are top quality, backed by 40 
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cators and Duplicator Supplies. Standardize on 
these supplies for 100°/, satisfaction. 


(_ ), ly 
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THE HEYER CORPORATION 


Quality Duplicators and Supplies Since 1903 
901-911 West Jackson Bivd. . 


Chicago, U. $. A. 


HEYER Quality INKS 
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